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\~I\\ \Christine Joyce ~ ( \~ ____

From: Lauren Rosenzweig [Isr57@comcast.net]

Sent: Friday, January 08, 2010 11:47 AM

To: Christine Joyce

Cc: Manager Department; Paulina Knibbe (comcast)

Subject: FW: final info requests

Hi Christine,

This is #4. You can include the e-mail below.

Lauren

From: Lauren Rosenzweig [mailto: lsr57@comcast.net]
Sent: Friday, January 08, 2010 7:35 AM
To: bos@acton-ma.gov
Cc: ‘Planning Board’
Subject: FW: final info requests

Attached please find the information requests for the Existing Conditions Inventory and Analysis for the
Comprehensive Community Plan for your review.

The top portion of each letter is a boiler-plate document that describes the format needed for the Planning Staff to
integrate all the information.

The bottom portion of each letter describes the more specific information needed for each entity to gather and
summarize.

Due to budgetary conditions, this work will be done in house by Town Staff and Committee volunteers. I am
sending it to all of you to ask that you take the time to read them, especially the bottom portions, so you can
understand the types of information being sought. We wanted the Board of Selectmen to review them before we
send them out.

Thank you to Roland Bartl, Doug Tindal, Ryan Bettez, Greg Niemyski, and Terra Friedrichs for their help in getting

this process going, and giving Roland citizen feedback.

Maryjane—can you put this in the packet for Monday?

Thank you.

Lauren

1/8/2010



TOWN OF ACTON
472 Main Street

Acton,Massachusetts01720
Telephone(978)264-9636

Fax (978)264-9630
p1anning~acton-ma.gov

MEMORANDUM

To TransportationAdvisory Committee Date _________________

SidewalkCommittee
BruceStamski,TownEngineer/Directorof PublicWorks

Cc: SteveLedoux,TownManager

From: PlanningDepartment,RolandBartl, AICP, PlanningDirector

Subject: Information Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
Transportation/Circulation Element

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’sgoals
andobjectivesfor thenextdecade,andthepolicy directionsandactiontargetsintendedto achieve
them.It will follow andreplacethe1998MasterPlan Update,which is currentlypostedon the
Townof Acton Website>Government>Planning>Resources(https://doc.acton-
ma.gov/dsweb/Get/Document-8343/Master%2OPlan%2oUpdate%2ODec%201998.pdf).

As you know, theOutreachPhaseof theComprehensiveCommunityPlan concludedin the
springof 2009.Thereport,Emerging Vision and Goalsfor Acton ‘s Future, is availableat
www.actonoutreach.com.Wearenow enteringthenextphaseof theComprehensiveCommunity
Planproject,andthefirst orderof businessis to preparean Existing ConditionsInventoryand
AnalysisReport, an assessmentand inventoryof existingassets,conditions,problems,and
deficiencies— ofwhatwe haveandwhatit takesto maintainit

To preservefinancialresourcesin uncertainfiscal times,we hopeto accomplishmuchof the
work in-house To this end,the Boardof SelectmenandtheTownManageraskeachdepartment,
board,committee,andcommissionto preparethereportsectionthat is pertinentto theirrespective
areasofexpertiseandresponsibility.I hopeyou will assistin this effort. Town staffis stretched
thin. Therefore,theBoardof Selectmencountson thevolunteersupportof Acton’s board,
committee,andcommissionmembersto do muchof the leg work usingstaffasaresourceonly
wherenecessary.I amfully awarethatthe in-houseapproachwill tug attheavailablestaffand
volunteerresources.Pleasebe understandinganddo yourbestto help. Similar requestsaregoing
out to all boards,committees,anddepartmentsfor theirareasof expertiseandresponsibility.

For theTransportation/CirculationElementof theExisting ConditionsInventory and
AnalysisReport,pleaseprovidetheinformation,documentation,andevaluationsasrequestedon
theattachedpage(s)entitled “InformationRequestItems”.Pleaseobservethe following standards
andguidelineswhenpreparingandsubmittingyour reportsection.

w
Planning Department
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Due Date: May31, 2010

- Electronicallyonly.
- Saveyourreportsectionin O:\Planning\CommunityPlan\Existing

ConditionsReports.
- If you havemorethanone file, placethemin asub-folderwith your

reportname.
- If you do nothaveaccessto the0:-Drive e-mailyourreportsectionto

planning(~acton-ma.govor senda CD to thePlanningDepartment.

- Someofyourreportsectionswill bedescriptivewithout a specific time
periodsuchaslistingsand descriptionsof resources,historical
background,services,duties,andinventory.

- Otherpartsdescribetrends,changes,activities,initiatives, challenges,
andreviewof programsandperformance.For the latter,usethe1998
MasterPlan Updateasareferencepoint to startfrom andthe last+1-10
yearsasa reviewperiod.

1998 Master - It maybe usefulto reviewthe1998MasterPlan Update.Someof its
Plan Update: information is timelessandstill appliestoday.Whereapplicableyou

mayuseit andincorporateit intoyourreportsectionwith updatesand
correctionsasyou seeappropriateandnecessary,andwith modifications
asto formatandpresentationrequiredto meettherequestedsubmission
standards(seebelow).

- Wewill incorporateyour reportsectioninto oneoverall Existing
Conditions InventoryandAnalysisReport.

- We wishto do only minimal final editing andformatting.
- However,exceptfor maps,aerials,andphotosall report elementsmust

beeditablein Word,Excel, or PowerPointasapplicable
- To easereportassemblyand minimize formattinginconsistencies,your

reportsectionshould be coherent,logically organizedand follow these
basicformattingstandards

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingleline break.
- Forparagraphsandsubparagraphsusethefollowing outline andtitle

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (—Title—)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- Body TextFont: Time New Roman;Size 12.

Delivery:

Time Frame for
Report:

Format:
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Maps,Aerials, - Your reportsectionshouldbe well illustratedwith maps,aerials,photos,
Photos, and/ordrawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,and drawingssothat theyare

legible andeasyto comprehendon an 8.5” x 11” printedpagewith 1”
marginsall around.

- All maps,aerials,photos,anddrawingsshould be finishedin up-to-date
professionalreportquality.

- Use colorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- Mapsandaerialsmusthavea date,legend,scale(if thereis no scale,it
shouldbenoted),source(s),northarrow,andtitle.

- Representationson mapsand aerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedastheonly source,thescaleandaccuracylimitations mustbe
noted.

- All photosanddrawingsmusthavecaptions,dates,andsources(if date
or sourceis unknown,it shouldbe noted).

- Captionsandothertext belongingwith a map,aerial,photo,or drawing
shouldbe in font Time New Roman,size 10 unlesscontainedwithin the
body ofthemap,aerial,photo,or drawing.

- Mapsandaerialsshouldbe numberedsequentiallyasMap 1, Map 2,
Map 3, etc.

- Photosand drawingsshouldbe numberedsequentiallyasPicture1,
Picture2, Picture3, etc.

Tables, Charts - Your reportsectionshouldmakeextensiveuseof tables,chartsand
& Graphs: graphs,asappropriateto thesubjectmaterial.

- Pleaseprepareall tables,chartsandgraphssothattheyarelegibleand
easyto comprehendon onehalfofan 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbe madefor tablesthatmust present
a lot ofdatathat cannotbe brokenup)

- All tables,chartsandgraphsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolors whereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,and source
informationwith date.

- Captionsand othertext belongingwith a table,chartor graphshouldbe
in font TimeNew Roman,size10 unlesscontainedwithin thebodyof
thetable, chartorgraph.

- Tablesshouldbe numberedsequentiallyasTable I, Table2, Table3,
etc.

- ChartsandGraphsshouldbe numberedsequentiallyasChart 1, Chart2,
Chart3, etc.

Data: - Datausedfor maps,tables,charts,andgraphsshouldbe asaccurateas
possible.

- Makesureto distinguishfactualdatafrom estimates.
- List thesource(s)anddate(s)ofthedata.
- Donot createtheappearanceof greateraccuracythanwhatthedata
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesor from previouslyroundedaverages;orby representing
anecdotalinformationin tableor chartform).

Text: - Pleasesubmitmain body text in TimesNew Roman,font size 12.
- All narrativetext shouldbe keptshortandsuccinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalking asmuchas
possible.

- Narrativesanddescriptivetext to illuminatethetables,charts,maps,etc.
shouldbekeptshortandsuccinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseoffootnotes(usingfont size10) asmuchaspossibleto keep
main body textbrief

- Use footnotesto referenceany additionalmaterialprovidedin the
appendix.

Appendix: - Please,provideall necessarydetailedandsupplementalback-up
documentationandstatistics(text,spreadsheets,additional maps,
testimony,etc.)for inclusionin theappendixoftheExisting Conditions
InventoryandAnalysisReport.

- Maps,aerials,photos,charts,graphsand tablesmustbe in professional
reportquality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
maybedesignedto fit andbe legibleon oneorseveralsequential8.5” x
11” pages,or on oneor severalsequential11” x 17” pages.

- Marginsin appendixmustbe 1” all around.

Proofing: - Beforesubmittingyour reportsection,pleaseproofreadeverythingto
eliminatetyposandothererrors.You maywantanotherpersonor
personsdo theproofing.

I do notpretendto havecoveredall aspectsconcerningActon’stransportationand circulation
systemin the attachedInformationRequest.Pleasefeel freeto addin your reportsectionpertinent
informationasyou seefit andappropriateevenif notspecifically requested.Conversely,if you do
not haveinformationon anyofthe itemsrequested,pleasemakeanotationto thateffect.Pleasedo
not hesitateto contactmeorKristin Alexanderwith any questionsorsuggestionsyou mayhave.

Thankyou for yourhelpandcooperation.

I:\planning\projects\comprehensivecommunityplan\p!an.phase2\info request- transportationdoc

Page4



Information RequestItems ComprehensiveCommunity Plan
Transportation/CirculationElement Existing ConditionsInventory& Analysis

Providebriefinventoryoffacilities andoperationsofActon’s streetsandroadways,including:
- Statistics,suchas lengthof streets,numberof signalizedintersection,statehighwaysv.

Townstreets,etc.
- Updatetraffic volumes— determinegrowthtrend.
- Updatestreetsclassificationsfrom 1990Masterplan asneeded.
- Spotchecktraffic volumeswhereneededto confirmstreetclassification
- Updatehigh accidentlocationstatisticsfor last5 years.
- Identify otherproblemlocations— long queues,high concentrationsofrisk taking behavior,

insufficientsightdistances,etc.
- Spot checkvolumes,queues,andturningmovementswhereneedsatproblemlocations
- Evaluateand compareto previousmasterplan findings andrecommendations
- Usemapsfor to illustratefindings

Providebrief inventoryof sidewalk/walkwayfacilities in Acton, including
- Statistics,suchastotal length,percentcoveragealongarterialandcollectorstreets,

crosswalks,signalizedcrosswalks,accessibility,etc
- Locationswherelackof sidewalkis asafetyproblem— currentsidewalkplan
- Usemapsfor to illustrate findings

Bicycle/multi-usepaths (Planningcan insertstatisticsandcurrentstatusofplannedfacilities)

Providebrief summaryon MBTA Fitchburgline commuterrail servicein Acton, includingparking
facility, with userstatistics,trends,recentupgrades,problems,andissues

Provideabrief summaryon Bostoncommuter/airportbusservicesif available— userstatistics,
trends,recentchanges,problems,issues

In-town/regionalvanservices:
- Currentvan service— COA Van,other
- Statusof planningor implementationof suburbanmobility program— briefprogressreport.

Travel statistics:
- Acton residents’journeyto work data,including modeoftravel.
- Acton workers’ journeyto workdata,includingmodeof travel

Possiblesources:1990MasterPlan, 1998MasterPlanUpdate,variousinterim traffic studies,Police
Department,MassDOT,MAPC.

Briefly describe:
- Existing programsandeffortsrelatedto transportation/circulationsafetyandefficiency

improvementsor facilities maintenance;and currentpolicies/strategies/tools— what
works/whatdoesn’t?

- Major programsandinitiatives during thelast 10 yearsrelatedto transportation/circulation
safetyandefficiency improvementsorfacilities maintenance— evaluateeffect andoutcome.

- Major programsandinitiativescurrentlyin the launchor planningstagesrelatedto
transportation/circulationsafetyand efficiencyimprovementsor facilities maintenance.

- Currentlyarticulatedpriorities.
- Plansfor thefuture:outlook,initiatives, capitalplan.
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Information RequestItems ComprehensiveCommunity Plan
Transportation/CirculationElement Existing ConditionsInventory& Analysis

- Programsandinitiativescurrentlyin effect, in theplanningstages,or existingonly in
conceptthat couldcontributeto Acton becominga GreenCommunity.

- Realandpotential threatsto Acton’s transportationfacilities — any specificevents,trends,or
developmentsthatyou foreseeasputting importantfacilities atrisk; explain. Stepstakento
protectagainstthesespecificthreats.

- Otherimminentor anticipatedchallenges.
- Availabletools for maintainingandimproving transportation/circulationfacilities and

servicesthat arecurrentlynot in use.

Briefly describepublic healthaspectsrelatedto Actontransportation/circulationfacilitiesand
system:

- Consultwith HealthDepartment/Boardof Healthregardingany humanhealthaspectsand
concernsassociatedwith Acton’s naturalresources,theirexistence,theirmanagement,their
use,and theirpreservation.

- Solicit a briefwritten issuessummaryfrom HealthDepartment/BoardofHealthwith this
partof your reportsection

end

Page6



TOWN OF ACTON
472 Main Street

Acton, Massachusetts01720
Telephone(978)264-9636

Fax (978)264-9630
planning~acton-ma.gov

MEMORANDUM

To SchoolCommittee Date ________________

StephenE. Mills, Superintendentof Schools

Cc: SteveLedoux,TownManager

From: PlanningDepartment
RolandBartl, AICP, PlanningDirector

Subject: Information Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
Community Profile — SchoolsSummary

When completed,theActon ComprehensiveCommunityPlan will statetheTown’s goals
andobjectivesfor thenextdecade,and thepolicy directionsandactiontargetsintendedto achieve
them.It will follow andreplacethe1998MasterPlan Update,which is currentlypostedon the
Townof ActonWebsite>Government>Planning>Resources(https://doc.acton-
ma.gov/dsweb/Get/Document-8343/Master%2OPlan%20Update%2ODec%201 998.pdf).

As you know, theOutreachPhaseoftheComprehensiveCommunityPlanconcludedin the
spnngof 2009 Thereport,EmergingVision andGoalsfor Acton‘s Future, is availableat
www.actonoutreach.com.We arenow enteringthenextphaseoftheComprehensiveCommunity
Planproject,andthe first orderof businessis to preparean Existing ConditionsInventory and
AnalysisReport,an assessmentand inventoryof existingassets,conditions,problems,and
deficiencies— ofwhatwehaveandwhatit takesto maintain it.

To preservefinancial resourcesin uncertainfiscal times,we hopeto accomplishmuchof the
work in-houseor, in this case,with yourableassistance.To this end,theBoardof Selectmenand
theTownManagerareaskingeachTowndepartment,board,committee,andcommissionto prepare
thereportsectionthat is pertinentto theirrespectiveareasofexpertiseand responsibility.I hope
you andtheSchoolCommitteewill also be ableto assistin this effort. I amfully awarethat the in-
houseapproachwill tug at youravailablestaffandvolunteerresources.Pleasebe understandingand
do yourbestto help.

For theCommunityProfile— SchoolsSummaryof theExisting ConditionsInventoryand
AnalysisReport,pleaseprovide in summaryform theinformation,documentation,andevaluations
for Acton’s local andregionalschoolsasrequestedon theattachedpage(s)entitled “Information
RequestItems”. Pleaseobservethefollowing standardsandguidelineswhenpreparingand
submittingyourreportsection.

Planning Department
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DueDate: May3l,2010

Delivery: - Electronicallyonly.
- Saveyour reportsectionin 0:\Planning\CommunityPlan\Existing

ConditionsReports.
- If you havemorethanonefile, placethemin a sub-folderwith your

reportname.
- If you do nothaveaccessto the0:-Drive e-mailyour reportsectionto

planning@acton-ma.govor senda CD to thePlanningDepartment.

Time Frame for - Someofyourreportsectionswill be descriptivewithout a specifictime
Report: periodsuchaslistings anddescriptionsofresources,historical

background,services,duties,and inventory.
- Otherpartsdescribetrends,changes,activities, initiatives,challenges,

andreviewofprogramsandperformance.For thelatter,usethe1998
MasterPlan Updateasareferencepoint to startfrom andthelast+/-10
yearsasa reviewperiod.

1998Master - It maybeusefulto reviewthe1998MasterPlan Update.Someof its
Plan Update: informationis timelessandstill appliestoday.Whereapplicableyou

mayuseit andincorporateit into your reportsectionwith updatesand
correctionsasyou seeappropriateand necessary,andwith modifications
asto formatandpresentationrequiredto meettherequestedsubmission
standards(seebelow).

Format: - Wewill incorporateyour reportsectioninto oneoverall Existing
Conditions InventoryandAnalysisReport.

- Wewish to do only minimal final editing andformatting.
- However,exceptfor maps,aerials,andphotosall reportelementsmust

beeditablein Word,~Excel,orPowerPointasapplicable.
- To easereportassemblyand minimize formattinginconsistencies,your

reportsectionshould be coherent,logically organizedandfollow these
basicformattingstandards:

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingleline break.
- For paragraphsand subparagraphsusethefollowing outline andtitle

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (-Title-)
Text

- Please,do not insertpagebreaksorsectionbreaks.
- Body TextFont: TimeNew Roman;Size 12.
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Maps, Aerials, - Your report section shouldbe well illustratedwith maps,aerials,photos,
Photos, and/ordrawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingsso thattheyare

legibleandeasyto comprehendon an 8.5” x 11” printedpagewith 1”
margins all around.

- All maps,aerials,photos,anddrawingsshouldbefinishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
and against each other.

- Mapsandaerialsmusthavea date,legend,scale(if thereis no scale,it
shoUldbe noted),source(s),northarrow,andtitle.

- Representationson mapsandaerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedastheonly source,thescaleandaccuracylimitations mustbe
noted.

- All photosanddrawingsmusthavecaptions,dates,and sources(if date
or source is unknown, it should be noted).

- Captionsand othertext belongingwith amap,aerial,photo,or drawing
shouldbe in font Time New Roman,size10 unlesscontainedwithin the
body ofthemap,aerial,photo,or drawing.

- Mapsandaerialsshouldbe numberedsequentiallyasMap 1, Map2,
Map 3, etc.

- Photos and drawings should be numberedsequentiallyasPicture1,
Picture 2, Picture 3, etc.

Tables, Charts - Your report sectionshouldmakeextensiveuseoftables,chartsand
& Graphs: graphs, as appropriate to thesubjectmaterial.

- Pleaseprepareall tables,chartsandgraphssothat theyarelegibleand
easyto comprehend on one half of an 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbe madefor tablesthatmustpresent
a lot of datathat cannotbebrokenup).

- All tables, charts and graphs should be finishedin up-to-date
professionalreport quality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,and source
information with date.

- Captions and other text belonging with a table,chartor graphshouldbe
in font Time New Roman,size 10 unlesscontainedwithin thebody of
thetable, chartor graph.

- Tablesshould be numberedsequentiallyasTable 1, Table2, Table3,
etc.

- Charts and Graphs shouldbenumberedsequentiallyasChart 1, Chart2,
Chart3, etc.

Data: - Datausedfor maps,tables,charts,andgraphsshouldbe asaccurateas
possible.

- Makesureto distinguishfactual datafrom estimates.
- List thesource(s)anddate(s)ofthedata.
- Do not create the appearance of greateraccuracythanwhatthedata
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesor from previouslyroundedaverages;orby representing
anecdotalinformationin tableor chartform).

Text: - Pleasesubmit mainbody text in TimesNew Roman,font size 12.
- All narrativetext shouldbe keptshortand succinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalking asmuchas
possible.

- Narrativesanddescriptivetext to illuminatethetables,charts,maps,etc.
shouldbe keptshortandsuccinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseof footnotes(usingfont size 10) asmuchaspossibleto keep
main body textbrief

- Usefootnotesto referenceany additionalmaterial providedin the
appendix.

Appendix: - Please,provideall necessarydetailedandsupplementalback-up
documentationandstatistics(text,spreadsheets,additionalmaps,
testimony,etc.)for inclusionin theappendixof theExisting Conditions
InventoryandAnalysisReport.

- Maps,aerials,photos,charts,graphsandtablesmustbe in professional
report quality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
may be designed to fit and be legibleon one orseveralsequential8.5” x
11” pages, or on one or several sequential 11” x 17” pages.

- Margins in appendixmustbe 1” all around.

Proofing: - Beforesubmittingyour reportsection,pleaseproofreadeverythingto
eliminatetyposand othererrors.You maywantanotherpersonor
personsdo theproofing.

I do notpretendto havecoveredall aspectsconcerningActon’sLocal andRegionalSchoolsin the
attachedInformation Request.Pleasefeel freeto add pertinentinformationasyou seefit and
appropriateevenif not specificallyrequested.Conversely,if you do not haveinformationon any of
the itemsrequested,pleasemakea notationto that effect.Keepin mind that I amrequesting
summaryinformationratherthangreatdetail Pleasedo not hesitateto contactmeor Kristin
Alexanderwith any questionsor suggestionsyou mayhave.

Thankyou for yourhelpandcooperation.

l:\planning\projects\eomprehensivecommunityplan\plan.phase2\info request- actonschools.doc
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Information RequestItems ComprehensiveCommunity Plan
CommunityProfile - SchoolsSummary Existing ConditionsInventory& Analysis

Pleaseprovidebriefinformationon thefollowing topicsi:

- Briefly describemajorchanges/milestonesin thepast+/- 10 yearssuchasnewschool
buildings,additions,renovations,changeofsuperintendents,majorreforms,etc.

- For eachof thedifferent schoolsandprogramsthat serveActon students—
o Elementary(Conant,Douglas,Gates,McCarthy-Towne,Merriam)
o JuniorHigh
o RegionalHigh
o MinutemanTech
o Charterschools
o CommunityEd
o SpecialEd
o Pre-school
providesummaryinformationon varioustopics including:
o Location
o Staffing
o Enrollment
o Classroomorganizationandsize
o Student/teacherratio
o Focus/specialties
o Testscores

- Perpupil expenses;by program(i.e. SPED,high,junior high, elementary,other).
- Enrollments:

o current
o history
o forecasts

- Graduationrates
- Specialprograms(e.g. SPED,Pre-school,andany other)

o enrollment- current,history, forecasts
o costs- current,history, forecast

- SchoolChoice
o currentpractice/enrollmentnumbers
o future ofschoolchoice

- Privateschools
o servicestheyoffer
o enrollment
o interactionswith public schools

- Briefly describe:
o Programsandinitiativescurrentlyin effect, in theplanningstages,or existingonly in

conceptthatcouldcontributeto Actonbecominga GreenCommunity.

Possiblesources:SchoolDepartment,MassDOE.
end

Forthe lastschoolyearor fiscal yearasapplicable.This is generallyintendedas a snapshot.However,where
appropriateto thesubjectat hand,use3 to 10 yearperiods.
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TOWN OF ACTON
472 Main Street

Acton, Massachusetts 01720
Telephone(978)264-9636

Fax (978) 264-9630
planning@acton-ma.gov

MEMORANDUM

To Acton WaterDistrict Date ___________________

Chris Allen, District Manager

Cc: SteveLedoux,TownManager

From: PlanningDepartment
RolandBarti, AICP, PlanningDirector

Subject: Information Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
Natural ResourcesElement — Water Supply

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’sgoals
and objectivesfor thenextdecade,andthepolicy directionsandactiontargetsintendedto achieve
them. It will follow and replacethe1998MasterPlan Update,which is currentlypostedon the
Townof Acton Website>Government>Planning>Resources(https://doc.acton-
ma.gov/dsweb/GetfDocument-8343/Master%2OPlan%20Update%2ODec%201998.pdf).

As you know,the OutreachPhaseoftheComprehensiveCommunityPlan concludedin the
springof2009. Thereport,Emerging Vision andGoalsfor Acton ‘s Future, is availableat
www.actonoutreach.com.We arenow enteringthenextphaseoftheComprehensiveCommunity
Planproject, andthefirst orderof businessis to preparean Existing ConditionsInventory and
AnalysisReport,an assessmentandinventoryof existingassets,conditions,problems,and
deficiencies— ofwhatwehaveandwhat it takesto maintainit.

To preservefinancialresourcesin uncertainfiscal times, wehopeto accomplishmuch ofthe
work in-houseor, in this case,with yourableassistance.To this end,theBoardof Selectmenand
theTown ManagerareaskingeachTowndepartment,board,committee,and commissionto prepare
thereportsectionthat is pertinentto their respectiveareasof expertiseandresponsibility.I hope
you andtheActonWaterDistrict will alsobe ableto assistin this effort. I amfully awarethat the
in-houseapproachwill tug at youravailablestaffresources.Pleasebe understandingand do your
bestto help.

FortheNaturalResourcesElement-WaterSupplyoftheExisting ConditionsInventoryand
AnalysisReport,pleaseprovidetheinformation,documentation,andevaluationspertainingto
Acton’swatersupply andgroundwaterresourcesasrequestedon theattachedpage(s)entitled
“Information Request Items”. Please observe the following standards and guidelines when
preparing and submitting your reportsection.

\i~—

Planning Department
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DueDate: May3l,2010

Delivery: - Electronicallyonly.
- Saveyourreportsectionin O:\Planning\CommunityPlan\Existing

Conditions Reports.
- If you havemorethanonefile, placethemin a sub-folderwith your

report name.
- If you do nothaveaccessto the0:-Drive e-mailyour reportsectionto

planning~acton-ma.govor senda CD to thePlanningDepartment.

Time Frame for - Someof yourreportsectionswill be descriptivewithout aspecific time
Report: periodsuchaslistingsanddescriptionsofresources,historical

background,services,duties,and inventory.
- Otherpartsdescribetrends,changes,activities, initiatives,challenges,

andreviewofprogramsandperformance.For the latter,usethe1998
MasterPlan Updateas areferencepointto startfrom andthelast +/- 10

yearsasareviewperiod.

1998Master - It maybe usefulto reviewthe1998MasterPlan Update.Someof its
Plan Update: informationis timelessandstill appliestoday.Whereapplicableyou

mayuseit and incorporateit into yourreportsectionwith updatesand
correctionsasyou seeappropriateandnecessary,andwith modifications
asto formatand presentationrequiredto meettherequestedsubmission
standards (see below).

Format: - We will incorporateyourreportsectioninto one overall Existing
ConditionsInventory andAnalysisReport.

- We wish to do only minimal final editingand formatting.
- However,exceptfor maps,aerials,andphotosall reportelementsmust

beeditablein Word, Excel, or PowerPointasapplicable.
- To ease report assembly and minimize formatting inconsistencies, your

report section should be coherent, logically organized and follow these
basic formatting standards:

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingleline break.
- For paragraphs and subparagraphs use the following outline and title

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (-Title-)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- Body TextFont: Time New Roman;Size12.
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Maps, Aerials, - Your reportsectionshouldbewell illustratedwith maps,aerials,photos,
Photos, and/ordrawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingssothat theyare

legibleandeasyto comprehendon an 8.5” x 11” printed page with 1”
marginsall around.

- All maps,aerials,photos,anddrawingsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- Mapsand aerialsmusthavea date,legend,scale(if thereis no scale,it
shouldbe noted),source(s),northarrow,andtitle.

- Representationson mapsandaerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedastheonly source,thescaleandaccuracylimitations mustbe
noted.

- All photosanddrawingsmusthavecaptions,dates,andsources(if date
orsourceis unknown,it shouldbe noted).

- Captionsandothertext belongingwith a map,aerial,photo,ordrawing
shouldbe in font Time New Roman,size 10 unlesscontainedwithin the
body of themap,aerial,photo,or drawing.

- MapsandaerialsshouldbenumberedsequentiallyasMap 1, Map 2,
Map 3, etc.

- Photosanddrawingsshouldbe numberedsequentiallyasPicture 1,
Picture2, Picture 3, etc.

Tables, Charts - Your reportsectionshouldmakeextensiveuseoftables,chartsand
& Graphs: graphs,asappropriateto the subjectmaterial.

- Please prepare all tables, charts and graphs so that they are legible and
easyto comprehendon one halfofan 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbe madefor tablesthat mustpresent
a lot of data that cannot be broken up).

- All tables, charts and graphs should be finished in up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,and source
information with date.

- Captions and other text belonging with a table, chart or graph should be
in font Time NewRoman, size 10 unless contained within the body of
the table, chart or graph.

- Tables should be numbered sequentially as Table 1, Table 2, Table 3,
etc.

- Charts and Graphs should be numbered sequentially as Chart 1, Chart 2,
Chart3, etc.

Data: - Datausedfor maps,tables,charts,and graphsshouldbeasaccurateas
possible.

- Makesureto distinguishfactual datafrom estimates.
- List the source(s) and date(s) of the data.
- Do not create the appearance of greater accuracy than what the data
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesor from previouslyroundedaverages;or by representing
anecdotalinformationin tableor chartform).

Text: - Pleasesubmitmain bodytext in TimesNew Roman,font size 12.
- All narrativetext shouldbe keptshortand succinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalking asmuchas
possible.

- Narrativesanddescriptivetextto illuminatethetables,charts,maps,etc.
shouldbe keptshortandsuccinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseof footnotes(usingfont size 10) asmuchaspossibleto keep
main bodytext brief.

- Usefootnotesto referenceany additionalmaterialprovidedin the
appendix.

Appendix: - Please,provideall necessarydetailedand supplementalback-up
documentationandstatistics(text,spreadsheets,additionalmaps,
testimony,etc.)for inclusionin theappendixoftheExisting Conditions
Inventory andAnalysisReport.

- Maps,aerials,photos,charts,graphsandtablesmustbe in professional
report quality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
maybe designedto fit andbelegibleon one or severalsequential8.5” x
11” pages,or on one or severalsequential11” x 17” pages.

- Margins in appendixmustbe 1” all around.

Proofing: - Beforesubmittingyourreportsection,pleaseproofreadeverythingto
eliminate typos and other errors.Youmaywantanotherpersonor
personsdo theproofing.

I do notpretendto havecoveredall aspectsconcerningActon’swatersupplyandgroundwater
resourcesin theattachedInformationRequest.Pleasefeel freeto addin your reportsection
pertinentinformationasyou seefit and appropriateevenif not specificallyrequested.Conversely,if
you do nothaveinformationon anyofthe itemsrequested,pleasemakea notationto that effect.
Pleasedo not hesitateto contactmeor Kristin Alexanderwith any questionsor suggestionsyou
mayhave.

Thankyou for yourhelpandcooperation.

I~\pIanning\projects\comprehensivecommunityplan\plan.phase2\info request- awd.doc
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ComprehensiveCommunity Plan
Existing ConditionsInventory& Analysis

Information RequestItems
NaturalResourcesElement— WaterSupply

Briefly describeActon’s groundwaterresources/supply,its uses,andits distribution systemand
methods:

- Description of Acton’s public water supply sources, including estimated supply quantity.
- Well locations;potential futurewells with statusofinvestigation/permitting.
- Well protectionmeasures— bylaws,regulations,protectivezones,etc.
- Distributionsystem— ageof infrastructure;coveragein Acton; areaswith supplygaps;

distributionto otherTowns;Concordwaterserviceareain Acton.
- Water usage by season, land uses (residential/commercial/industrial), purpose (domestic,

lawns,pools,industrialprocessing),losses.
- Water usage trends — last10 years.
- Waterusageprojectionsfor thenext5-10years.

Briefly describe:
- Anticipatedfuturewaterdemandsby season,landuses,and purposes.
- Existing programsand effortsof theActon WaterDistrict relatedto protectingthepublic

water supplies, water delivery/distribution, meeting anticipated demand and use, system
maintenance,and waterconservation;and currentpolicies/strategies/toolsfor protectionand
management— whatworks/whatdoesn’t?

- Major programsand initiativesduring thelast 10 yearsrelatedto theprotectionof thepublic
watersupplies,waterdelivery/distribution,meetinganticipateddemandanduse,system
maintenance,andwaterconservation— evaluateeffectand outcome.

- Major programsandinitiativescurrentlyin the launchorplanningstagesrelatedto the
protectionofthepublic watersupplies,waterdelivery/distribution,meetinganticipated
demand and use, system maintenance, and water conservation.

- Currentlyarticulatedpriorities.
- Plansfor thefuture: outlook,initiatives,capitalplan.
- Programsandinitiativescurrentlyin effect, in theplanningstages,orexistingonly in

conceptthat couldcontributeto Acton becominga GreenCommunity.
- Realandpotential threatsto Acton’spublic watersupply— any specific events,trends,or

developmentthat you foreseeasputting publicwaterresourcesat risk; explain. Stepstaken
to protectagainstthesespecificthreats.

- Imminentor anticipatedchallenges.
- Regulatoryv. realwaterwithdrawal/capacitylimits.
- New regulationsin the last 10 yearsandefforts/coststo comply (majorchangesonly, such

asaddedtesting,addedprotections,majorchangesin servicerequirements,filtration,
treatment,etc)

- Contaminationissues.
- Availabletools forwater supplyprotectionandconservationthatarecurrentlynot in use.
- Public health aspects

o Consultwith HealthDepartment/Boardof Healthregardingany humanhealth
aspectsandconcernsassociatedwith Acton’swaterresources,quality, distribution,
supplymanagement,infrastructure,etc.

o Solicit abrief written issuessummaryfrom HealthDepartment/BoardofHealthwith
this part ofyourreportsection.

end
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TOWN OF ACTON
472 Main Street

Acton,Massachusetts01720
Telephone(978)264-9636

Fax (978)264-9630
planning@acton-ma.gov

MEMORANDUM

Historical Commission Date __________________

Historic District Commission

Cc: SteveLedoux,TownManager

From: PlanningDepartment
RolandBartl, AICP, PlanningDirector

Subject: Information Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis

Acton History in Community Profile Section
CulturalfHistoric ResourcesElement

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’s goals
andobjectivesfor thenextdecade,andthepolicy directionsandactiontargetsintendedto achieve
them. It will follow andreplacethe1998MasterPlan Update,which is currently postedon the
Town ofActonWebsite>Government> Planning>Resources( https://doc.acton-
ma.gov/dsweb/Get/Document-8343/Master%2OPlan%20Update%2ODec%201998.pdf).

As youknow, theOutreachPhaseof theComprehensiveCommunityPlanconcludedin the
springof 2009. Thereport,Emerging Vision andGoalsfor Acton’s Future, is availableat
www.actonoutreach.com.We arenow enteringthenextphaseoftheComprehensiveCommunity
Planproject,andthe first orderofbusinessis to prepareanExisting ConditionsInventory and
AnalysisReport,anassessmentandinventoryofexistingassets,conditions,problems,and
deficiencies— ofwhatwehaveand whatit takesto maintainit.

To preservefinancial resourcesin uncertainfiscal times,we hopeto accomplishmuchofthe
work in-house.To this end,theBoard ofSelectmenandtheTownManageraskeachdepartment,
board,committee,andcommissionto preparethereport sectionthat is pertinentto their respective
areasof expertiseandresponsibility.I hopeyou will assistin this effort. Townstaff is stretched
thin. Therefore,theBoardof Selectmencountson thevolunteersupportofActon’s board,
committee,andcommissionmembersto do muchofthe leg work usingstaffasaresourceonly
wherenecessary.I amfully awarethat the in-houseapproachwill tugat theavailablestaffand
volunteerresources.Pleasebe understandinganddo yourbestto help. Similar requestsaregoing
out to all boards,committees,anddepartmentsfor theirareasof expertiseand responsibility.

For theCommunityProfile andtheCultural/HistoricResourcesElementoftheExisting
ConditionsInventory andAnalysisReport,pleaseprovidetheinformation,documentation,and
evaluationsasrequestedon theattachedpage(s)entitled “Information RequestItems”. Please
observethefollowing standardsandguidelineswhenpreparingandsubmittingyourreportsection.

Planning Department

To:
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Due Date: May 31,2010

Delivery: - Electronicallyonly.
- Saveyourreportsectionin O:\Planning\CommunityPlan\Existing

ConditionsReports.
- If youhavemorethanonefile, placethemin asub-folderwith your

reportname.
- If you do nothaveaccessto the0:-Drive e-mailyourreportsectionto

planning@acton-ma.govorsenda CD to thePlanningDepartment.

Time Frame for - Someof yourreportsectionswill be descriptivewithout aspecific time
Report: periodsuchaslistings anddescriptionsofresources,historical

background, services, duties, and inventory.
- Otherpartsdescribetrends,changes,activities,initiatives,challenges,

andreview ofprogramsandperformance.For the latter,usethe1998
MasterPlan Updateasa referencepoint to startfrom andthelast+1-10
yearsasareviewperiod.

1998Master - It maybeuseful to reviewthe 1998MasterPlan Update.Someof its
Plan Update: information is timelessandstill appliestoday.Whereapplicableyou

mayuseit andincorporateit into yourreportsectionwith updatesand
correctionsasyou seeappropriateandnecessary,andwith modifications
asto formatand presentationrequiredto meettherequestedsubmission
standards(seebelow).

Format: - We will incorporateyour reportsectioninto one overall Existing
ConditionsInventory andAnalysisReport.

- We wish to do only minimal final editing andformatting.
- However,exceptfor maps,aerials,andphotosall reportelementsmust

beeditablein Word, Excel,or PowerPointasapplicable.
- To easereport assemblyandminimize formattinginconsistencies,your

reportsectionshouldbe coherent,logically organizedandfollow these
basicformattingstandards:

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingleline break.
- Forparagraphsandsubparagraphsusethe following outline and title

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (—Title—)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- Body TextFont: TimeNew Roman;Size 12.
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Maps, Aerials, - Your reportsectionshouldbe well illustratedwith maps,aerials,photos,
Photos, and/or drawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingssothat theyare

legibleandeasyto comprehendon an 8.5” x 11” printedpagewith 1”
marginsall around.

- All maps,aerials,photos,anddrawingsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolors whereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- Mapsandaerialsmusthavea date,legend,scale(if thereis no scale,it
shouldbenoted),source(s),northarrow,andtitle.

- Representationson mapsandaerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedastheonly source,thescaleandaccuracylimitations mustbe
noted.

- All photos and drawings must have captions,dates,andsources(if date
or sourceis unknown,it shouldbe noted).

- Captions and other text belonging with a map, aerial, photo, or drawing
shouldbe in font Time New Roman,size 10 unlesscontainedwithin the
body of the map, aerial, photo, or drawing.

- Mapsandaerialsshouldbe numberedsequentiallyasMap 1, Map 2,
Map 3, etc.

- Photosanddrawingsshouldbe numberedsequentiallyasPicture1,
Picture2, Picture3, etc.

Tables, Charts - Your reportsectionshouldmakeextensiveuseoftables,chartsand
& Graphs: graphs,asappropriateto thesubjectmaterial.

- Please prepare all tables, charts and graphs so that they are legible and
easy to comprehend on one half of an 8.5” x 11” printed page with 1”
margins all around (exceptions can be made for tables that must present
a lot ofdatathat cannotbe brokenup).

- All tables,chartsandgraphsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,and source
informationwith date.

- Captionsandothertext belongingwith a table,chartorgraphshouldbe
in font Time New Roman,size 10 unlesscontainedwithin thebodyof
thetable, chartor graph.

- TablesshouldbenumberedsequentiallyasTable 1, Table2, Table3,
etc.

- ChartsandGraphsshouldbe numberedsequentiallyasChart 1, Chart2,
Chart3, etc.

Data: - Datausedfor maps,tables,charts,andgraphsshouldbe asaccurateas
possible.

- Makesureto distinguishfactual datafrom estimates.
- List thesource(s)anddate(s)ofthedata.
- Do notcreatetheappearanceof greater accuracy than what the data
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesor from previouslyroundedaverages;orby representing
anecdotalinformation in tableor chartform).

Text: - Pleasesubmitmain body text in TimesNew Roman,font size 12.
- All narrativetext shouldbe keptshortandsuccinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalkingasmuchas
possible.

- Narrativesanddescriptivetext to illuminatethetables,charts,maps,etc.
shouldbe keptshortand succinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseoffootnotes(using font size 10) asmuchaspossibleto keep
main body text brief

- Usefootnotesto referenceanyadditional materialprovidedin the
appendix.

Appendix: - Please,provideall necessarydetailedandsupplementalback-up
documentationandstatistics(text,spreadsheets,additional maps,
testimony,etc.)for inclusionin theappendixof theExisting Conditions
Inventory andAnalysisReport.

- Maps,aerials,photos,charts,graphsand tablesmustbe in professional
reportquality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
maybe designedto fit and be legibleon oneor severalsequential8.5” x
11” pages,or on oneor severalsequential11” x 17” pages.

- Margins in appendixmustbe 1” all around.

Proofing: - Beforesubmittingyour reportsection,pleaseproofreadeverythingto
eliminatetyposandothererrors.You maywantanotherpersonor
personsdo theproofing.

I do not pretendto havecoveredall aspectsconcerningActon’s Cultural Resourcesin theattached
InformationRequest.Pleasefeel freeto addpertinentinformationasyou seefit andappropriate
evenif not specificallyrequested.Conversely,if you do nothaveinformationon anyofthe items
requested,pleasemakeanotationto that effect.Pleasedo nothesitateto contactmeor Kristin
Alexanderwith anyquestionsor suggestionsyou mayhave.

Thankyou for yourhelpandcooperation.

l:\planning\projects\comprehensivecommunityplan\plan.phase2\info request- cultural-historicresources.doc
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Information RequestItems ComprehensiveCommunity Plan
Cultural/HistoricResourcesElement Existing ConditionsInventory& Analysis

For theCommunityProfile pleaseprovide:
- A very briefhistoryoftheTownofActon.

For theCultural ResourcesElementpleaseprovide:
- Brief summaryinformationon thefollowing categories:

o buildings,structures
o historic districts
o sites,markers
o landscapes
o features
o archeologicalsites
o Cultural ResourceList
o HeritageLandscapesInventory

- Maps for eachcategory(usethematicmapsfor categorieswith manydatapoints).
- Statisticsfor eachcategory.
- Brief description,characterization,and purposefor eachcategoryin summaryform.
- Briefly, call outhighlightsand specialfeatureswith particularsignificance(e.g.National

Registerproperties).
- Possiblesources:Culturalresourcelist andinventoryfiles, streetanddistrict inventories,

Mass.Historical Commissionfiles, HistoricalCommissionandHistoric District
Commissionfiles, Historical Society files.

o Consultwith DougHalley on archeologicalresources.
o Solicit a briefwritten summaryfrom DougHalley with descriptionand issues

discussionaboutarcheologicalresourcesfor inclusionin your reportsection.
o Consultwith Mary Ann Ashtonon theHeritageLandscapesInventory.
o Solicit a briefwritten summaryfrom MaryAnn Ashtonwith descriptionandissues

discussionaboutHeritageLandscapesInventoryfor inclusionin yourreportsection.

Briefly describe:
- Existing programsandefforts relatedto themaintenance,use,and protection/preservationof

cultural/historicresources;and currentpolicies/strategies/toolsfor protectionand
management— what works/whatdoesn’t?

- Major programsandinitiatives during thelast 10 yearsrelatedto themaintenance,use,and
protection/preservationof cultural/historicresources— evaluateeffectandoutcome.

- Major programsand initiativescurrently in the launchor planningstagesrelatedto the
maintenance,use,andprotection/preservationofcultural/historicresources.

- Currently articulated priorities.
- Plansfor thefuture: outlook,initiatives,capitalplan.
- Programs and initiatives currently in effect, in the planning stages, or existing only in

concept that could contribute to Acton becoming a Green Community.
- Realandpotentialthreatsto cultural/historicresources— anyspecific events,trends,or

development that you foresee as putting important, unique, or endangered cultural/historic
resources at risk; explain. Steps taken to protect against these specific threats.

- Imminentor anticipatedchallenges.
- Availabletools for cultural/historicresourcesprotection,preservationandmaintenancethat

arecurrentlynot in use.
end
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TOWN OF ACTON
472 Main Street

Acton, Massachusetts01720
Telephone(978)264-9636

Fax (978)264-9630
planning@acton-ma.gov

MEMORANDUM

To EconomicDevelopmentCommittee Date _________________

Cc: SteveLedoux,TownManager

From: PlanningDepartment

RolandBartl, AICP, PlanningDirector
Subject: Information Requestfor

Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
Economic DevelopmentElement

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’s goals
and objectives for the next decade, and the policy directions and action targets intended to achieve
them. It will follow andreplacethe1998MasterPlan Update,which is currentlypostedon the
Town ofActon Website> Government> Planning>Resources(https://doc.acton-
ma.gov/dsweb/Get/Document-8343/Master%2OPlan%2OUpdate%2ODec%201998.pdf).

As you know, theOutreachPhaseoftheComprehensiveCommunityPlanconcludedin the
spring of 2009.Thereport,EmergingVision andGoalsfor Acton‘s Future, is availableat
www.actonoutreach.com.We arenow enteringthenextphaseoftheComprehensiveCommunity
Planproject,andthefirst order ofbusinessis to preparean Existing ConditionsInventory and
AnalysisReport,an assessmentandinventoryof existingassets,conditions,problems,and
deficiencies— of whatwehaveandwhat it takesto maintainit

To preservefinancialresourcesin uncertainfiscal times,wehopeto accomplishmuchofthe
work in-house.To this end,theBoard ofSelectmenandtheTownManageraskeachdepartment,
board,committee,andcommissionto preparethereportsectionthat is pertinentto their respective
areasof expertiseandresponsibility.I hopeyou will assistin this effort. Townstaff is stretched
thin. Therefore,theBoardof Selectmencountson thevolunteersupportofActon’s board,
committee,andcommissionmembersto do muchofthe legwork usingstaffasa resourceonly
wherenecessary.I amfully awarethatthe in-houseapproachwill tug at theavailablestaffand
volunteerresources.Pleasebeunderstandinganddo yourbestto help. Similar requestsaregoing
out to all boards,committees,anddepartmentsfor theirareasofexpertiseandresponsibility.

For theEconomicDevelopmentElementoftheExisting Conditions Inventory andAnalysis
Report,pleaseprovidetheinformation,documentation,andevaluationsasrequestedon theattached
page(s)entitled“Information RequestItems”. Pleaseobservethefollowing standardsandguidelines
whenpreparingandsubmittingyour reportsection.

Planning Department
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DueDate: May3l,2010

Delivery: - Electronicallyonly.
- Saveyourreportsectionin O:\Planning\CommunityPlan\Existing

ConditionsReports.
- If you havemorethanone file, placethemin asub-folderwith your

reportname.
- If you do nothaveaccessto the0:-Drive e-mailyourreportsectionto

planningC~acton-ma.govor senda CD to thePlanningDepartment.

Time Frame for - Someofyourreportsectionswill bedescriptivewithout a specific time
Report periodsuchaslistingsand descriptionsofresources,historical

background,services,duties,andinventory.
- Otherpartsdescribetrends,changes,activities,initiatives,challenges,

andreviewof programsandperformance.For the latter,usethe1998
MasterPlan Updateasa referencepoint to startfrom and the last+/-10
yearsasa reviewperiod.

1998Master - It maybe usefulto reviewthe1998MasterPlan Update.Someof its
Plan Update: informationis timelessandstill appliestoday.Whereapplicableyou

mayuseit and incorporateit intoyourreport sectionwith updatesand
correctionsasyou seeappropriateandnecessary,andwith modifications
asto formatandpresentationrequiredto meettherequestedsubmission
standards(seebelow)

Format: - We will incorporateyour reportsectioninto oneoverall Existing
Conditions InventoryandAnalysisReport.

- We wish to do only minimal final editing andformatting.
- However,exceptfor maps,aerials,and photosall report elementsmust

beeditablein Word, Excel,or PowerPointasapplicable.
- To easereportassemblyandminimize formattinginconsistencies,your

reportsectionshouldbe coherent,logically organizedand follow these
basicformattingstandards:

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingleline break.
- For paragraphsand subparagraphsusethefollowing outline andtitle

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (-Title-)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- BodyTextFont: TimeNew Roman;Size 12.
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Maps, Aerials, - Your reportsectionshouldbe well illustratedwith maps,aerials,photos,
Photos, and/ordrawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingsso thattheyare

legibleandeasyto comprehendon an 8.5” x 11” printedpagewith 1”
marginsall around.

- All maps,aerials,photos,anddrawingsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolors whereverpossible.Colorsmustcontrastwell on white paper
and againsteachother.

- Mapsandaerialsmusthaveadate,legend,scale(if thereis no scale,it
shouldbe noted),source(s),northarrow,andtitle.

- Representationson mapsandaerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedastheonly source,thescaleandaccuracylimitations mustbe
noted.

- All photosanddrawingsmusthavecaptions,dates,andsources(if date
orsourceis unknown,it shouldbe noted).

- Captionsandothertext belongingwith amap,aerial,photo,or drawing
shouldbein font Time New Roman,size 10 unlesscontainedwithin the
body of themap,aerial,photo,or drawing.

- Mapsandaerialsshouldbe numberedsequentiallyasMap 1, Map 2,
Map 3, etc.

- Photosanddrawingsshouldbe numberedsequentiallyasPicture 1,
Picture2, Picture3, etc.

Tables, Charts - Your reportsectionshouldmakeextensiveuseoftables,chartsand
& Graphs: graphs,asappropriateto thesubjectmaterial.

- Pleaseprepareall tables,chartsandgraphssothattheyarelegibleand
easyto comprehendon onehalfofan 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbe madefor tablesthat mustpresent
a lot of datathat cannotbe brokenup).

- All tables,chartsand graphsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on whitepaper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,andsource
informationwith date.

- Captionsandothertext belongingwith atable, chartor graphshouldbe
in font TimeNewRoman,size 10 unlesscontainedwithin thebody of
thetable, chartor graph.

- Tablesshouldbe numberedsequentiallyasTable 1, Table2, Table3,
etc.

- ChartsandGraphsshouldbenumberedsequentiallyasChart 1, Chart2,
Chart3, etc.

Data: - Datausedfor maps,tables,charts,and graphsshouldbe asaccurateas
possible.

- Makesureto distinguishfactualdatafrom estimates.
- List thesource(s)and date(s)of thedata.
- Do not createthe appearanceofgreateraccuracythanwhatthedata
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesorfrom previouslyroundedaverages;orby representing
anecdotalinformationin tableor chartform).

Text: - Pleasesubmitmain bodytext in TimesNew Roman,font size12.
- All narrativetext shouldbe keptshortandsuccinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalkingasmuchas
possible.

- Narrativesand descriptivetext to illuminatethetables,charts,maps,etc.
shouldbe keptshortand succinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseof footnotes(usingfont size 10) asmuchaspossibleto keep
main body text brief

- Usefootnotesto referenceany additionalmaterialprovidedin the
appendix.

Appendix: - Please,provide all necessarydetailedandsupplementalback-up
documentationand statistics(text,spreadsheets,additionalmaps,
testimony,etc.)for inclusionin theappendixoftheExisting Conditions
Inventory andAnalysisReport.

- Maps,aerials,photos,charts,graphsandtablesmustbe in professional
reportquality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
maybe designedto fit and be legibleon oneor severalsequential8.5” x
11” pages,oron oneor severalsequential11” x 17” pages.

- Marginsin appendixmustbe 1” all around.

Proofing: - Beforesubmittingyourreportsection,pleaseproofreadeverythingto
eliminatetyposandothererrors.You maywantanotherpersonor
personsdo theproofing.

I do not pretendto havecoveredall aspectsconcerningActon’sEconomicDevelopmentin the
attachedInformationRequest.Pleasefeel freeto addpertinentinformationasyou seefit and
appropriateevenif not specificallyrequested.Conversely,if you do not haveinformationon any of
the itemsrequested,pleasemakeanotationto that effect.Pleasedo not hesitateto contactmeor
Kristin Alexanderwith any questionsor suggestionsyou mayhave.

Thankyou for yourhelpandcooperation.

Additional Note to EDC:
A similarmemo hasbeensentto manyTown Board’sandCommitteesto solicit theirinput and
assistancecoveringtheirparticularwork andresponsibilityareas.

As I understandit, theEDC hassetout to accomplisha similar taskandthat it hasbroadenedits
planneddatacollectionprogramto areasnot traditionallyregardedaseconomicdevelopmentdata,
althoughtheymayarguablybe regardedasfactorsinfluencingeconomicdevelopmentin someway.
TheEDC hasindicatedthat it would reachout to otherTownboards,committees,anddepartments
to gatherdataandinformationespeciallythosethatwereatthemarginsof coreeconomicdata.
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Your specificeconomicdevelopmentdatacollectionefforts andtheoverarchingefforts to engage
all boards,committees,anddepartmentsin the writing oftheComprehensiveCommunityPlanneed
to be coordinatedin orderto eliminateduplicaterequests.For instance,informationrequestssuchas
youherebyreceivedfor coveringtheeconomicdevelopmentsectionoftheExisting Conditions
Inventory andAnalysisReportwill be sentto theConservationCommissionfor dataon Acton’s
naturalresources,to theOpenSpaceCommitteeon openspacedata,to theFinanceCommitteeon
Townbudgetaryandfiscal data,to theSchoolson educationdata,to theActon CommunityHousing
Corporationon Housingdata,to theAssessorson dataabouthousingandcommercial/industrial
stock,etc. We probablycannotgo to themtwice for the sameor similar informationrequestsand
expectan enthusiasticresponse.Therefore,I amloOking forwardto coordinatingtheinforration
gatheringeffort with theEDC in orderto be asgentleaswecanon theTown’s thin professionaland
volunteerresources.

l:\planning\projects\comprehensivecommunityplan\plan.phase2\info request- edc.doc
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Information RequestItems ComprehensiveCommunity Plan

EconomicDevelopmentElement Existing ConditionsInventory& Analysis

Pleaseprovide in briefthefollowing:

1. Briefly presentActon’sbusiness/industrydata& statistics— currentcharacteristics(update/
supplementdata& statisticsin 1998MasterPlanUpdateand2004 “TO Live in Acton” Report):
- Sectors (including non-profits, private recreation, other).
- Typesandstructures- independent,nationalor regional,local, private,publicly traded,etc.
- Employmentstatisticsby sector.
- Employees’residences.
- Self-employment.
- Home-occupations.
- Commercial/industrialspace- supply& demand,pricing,vacancies.
- Historictrends.
- Amenities.
- Recentsignificantchangesanddevelopments.
- Emergingtrends/novelties.
- Forecasts.

2. Presenta briefregionaleconomicassessmentwith equivalentdata& statisticsasfor Acton
above.Briefly describecontext,comparisons,competition:
- Factors that influence business growth & location/relocation decisions.
- Acton’s competitivepositionto retainandattractbusinessesand industries.
- Historic trends.
- Recentsignificantchangesand developments.
- Emergingtrends.
- Forecasts.

Briefly describe:
3. Existing programsandefforts relatedto economicdevelopment;andcurrent

policies/strategies/toolsforprotectionandmanagement— whatworks/whatdoesn’t?
4. Major programsandinitiatives duringthelast 10 yearsrelatedto economicdevelopment—

evaluateeffect andoutcome.
5. Major programsandinitiativescurrentlyin the launchor planningstagesrelatedto economic

development.
6. Currentlyarticulatedpriorities.
7. Plansfor thefuture:outlook,initiatives, capitalplan.
8. Programsandinitiativescurrentlyin effect, in theplanningstages,or existingonly in concept

that couldcontributeto Acton becomingaGreenCommunity.
9. Realandpotential threatsto Acton’s economicdevelopmentor stability— any specificevents,

trends,or developmentsthatyou foreseeasputting economicdevelopment/stabilityatrisk;
explain. Stepstakento protectagainstthesespecific threats.

10. Realandpotentialproblems& opportunities- for residents,workers,businesses,and Town
government.

11. Otherimminentor anticipatedchallenges.
12. Specificchallengesto businessgrowth:

a. Regulatory
b. Financial
c. Opportunity
d. Landavailability _____
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Information RequestItems ComprehensiveCommunity Plan
EconomicDevelopmentElement Existing ConditionsInventory& Analysis

e. Knowledge
f Communication
g. etc.

13. Available economic development tools that are currently not in use.
14. Resourcesfor economicdevelopment.

end
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1998 MasterPlanUpdateasreferencedocument

Use 1998MasterPlan asabaseline

Describemajoractivities,accomplishments,initiatives,changes,etc. since1998

Formats(Template)— margins,fonts, picture/graph/table/mapsizes,paragraphspacing,section
enumeration,etc.

Change— ‘discuss’to “describe”

Add “BRIEFLY” to all detailedinfo requests(brief -- brief -- brief— especiallytext)

Avoid repetitions.

Checkfor errorsandtypos — proofread

Currentplansfor thefuture(capitalplan,outlooketc.)



TOWN OF ACTON
472 Main Street

Acton, Massachusetts01720
Telephone(978)264-9636

Fax (978)264-9630
planning~acton-ma.gov

MEMORANDUM

To FinanceCommittee Date __________________

StephenBarrett,FinanceDirector

Cc: SteveLedoux,TownManager

From: PlanningDepartment
RolandBartl, AICP, PlanningDirector

Subject: Information Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
Community Profile — Financial Summary

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’s goals
andobjectivesfor thenextdecade,and thepolicy directionsandactiontargetsintendedto achieve
them.It will follow andreplacethe1998MasterPlan Update,which is currentlypostedon the
TownofActonWebsite>Government>Planning>Resources(https://doc.acton-
ma.gov/dsweb/Get/Document-8343/Master%2OPlan%2oUpdate%2ODec%201998.pdf).

As you know, theOutreachPhaseof theComprehensiveCommunityPlanconcludedin the
springof 2009.Thereport,Emerging Vision andGoalsfor Acton‘s Future, is availableat
www.actonoutreach.com.We arenow enteringthenextphaseoftheComprehensiveCommunity
Planproject,andthefirst orderofbusinessis to preparean Existing ConditionsInventory and
AnalysisReport,an assessmentandinventoryofexistingassets,conditions,problems,and
deficiencies— of whatwehaveand whatit takesto maintainit.

To preservefinancialresourcesin uncertainfiscaltimes,we hopeto accomplishmuch ofthe
work in-house.To thisend,theBoardofSelectmenandtheTownManageraskeachdepartment,
board,committee,andcommissionto preparethereport sectionthat is pertinentto their respective
areasofexpertiseandresponsibility.I hopeyouwill assistin this effort. Townstaff is stretched
thin. Therefore,theBoardof Selectmencountson thevolunteersupportofActon’s board,
committee,andcommissionmembersto do muchof the leg work usingstaffasaresourceonly
wherenecessary.I amfully awarethat the in-houseapproachwill tugat theavailablestaffand
volunteerresources.Pleasebe understandinganddo yourbestto help.Similar requestsaregoing
out to all boards,committees,anddepartmentsfor theirareasof expertiseandresponsibility.

For theCommunityProfile— FinancialSummaryof theExisting Conditions Inventoryand
AnalysisReport,pleaseprovidetheinformation,documentation,andevaluationsasrequestedon
theattachedpage(s)entitled “Information RequestItems”.Pleaseobservethefollowing standards
and guidelineswhenpreparingandsubmittingyourreportsection.

Planning Department
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Due Date: May 31,2010

Delivery: - Electronicallyonly.
- Saveyour reportsectionin O:\Planning\CommunityPlan\Existing

ConditionsReports.
- If youhavemorethanonefile, placethem in a sub-folderwith your

reportname.
- If you do nothaveaccessto the0:-Drive e-mailyourreportsectionto

planning(~acton-ma.govor sendaCD to thePlanningDepartment.

Time Frame for - Someof yourreportsectionswill be descriptivewithout a specific time
Report: periodsuchaslistingsanddescriptionsofresources,historical

background,services,duties,andinventory.
- Otherpartsdescribetrends,changes,activities,initiatives,challenges,

andreviewofprogramsand performance.Forthe latter,usethe1998
MasterPlan Updateasareferencepoint to startfrom andthelast+/- 10

yearsasareviewperiod.

1998Master - It maybe useful to reviewthe1998MasterPlan Update.Someof its
Plan Update: information is timelessandstill appliestoday.Whereapplicableyou

mayuseit andincorporateit into your reportsectionwith updatesand
correctionsasyou seeappropriateand necessary,and with modifications
asto formatandpresentationrequiredto meettherequestedsubmission
standards(seebelow).

Format: - We will incorporateyourreport sectionintooneoverallExisting
ConditionsInventory andAnalysisReport.

- We wishto do only minimal final editingand formatting.
- However,exceptfor maps,aerials,andphotosall reportelementsmust

beeditablein Word, Excel, orPowerPointasapplicable.
- To easereportassemblyandminimize formatting inconsistencies,your

reportsectionshouldbe coherent,logically organizedandfollow these
basicformattingstandards:

- Pagesize: only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingleline break.
- Forparagraphsandsubparagraphsusethefollowing outline andtitle

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (-Title-)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- BodyTextFont: Time New Roman;Size 12.
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Maps, Aerials, - Your reportsectionshouldbe well illustratedwith maps,aerials,photos,
Photos, and/or drawings, asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingssothat theyare

legibleandeasyto comprehendon an 8.5” x 11” printedpagewith 1”
marginsall around.

- All maps,aerials,photos,and drawingsshould be finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- Mapsandaerialsmusthavea date,legend,scale(if thereis no scale,it
shouldbe noted~,source(s),northarrow,andtitle.

- Representationson mapsandaerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedasthe only source,thescaleandaccuracylimitations mustbe
noted.

- All photosanddrawingsmusthavecaptions,dates,and sources(if date
or sourceis unknown,it shouldbe noted).

- Captionsand othertext belongingwith amap,aerial,photo,or drawing
shouldbe in font Time NewRoman,size10 unlesscontainedwithin the
bodyof themap,aerial,photo,or drawing.

- Mapsandaerialsshouldbe numberedsequentiallyasMap 1, Map2,
Map 3, etc.

- Photosanddrawingsshouldbe numberedsequentiallyasPictureI,
Picture 2, Picture 3, etc.

Tables, Charts - Your report section should make extensive use of tables, charts and
& Graphs: graphs,asappropriateto the subject material.

- Pleaseprepareall tables,chartsandgraphsso that they are legible and
easyto comprehendon onehalfofan 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbe madefor tablesthatmustpresent
a lot of datathat cannotbe brokenup).

- All tables,chartsandgraphsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolors whereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,andsource
informationwith date.

- Captionsandothertext belongingwith atable, chartorgraphshouldbe
in font TimeNew Roman,size 10 unlesscontainedwithin thebody of
thetable,chartor graph.

- Tablesshould be numberedsequentiallyasTable 1, Table2, Table3,
etc.

- ChartsandGraphsshouldbe numberedsequentiallyasChart 1, Chart 2,
Chart3, etc.

Data: - Datausedfor maps,tables,charts,and graphsshouldbe asaccurateas
possible.

- Makesureto distinguishfactual datafrom estimates.
- List thesource(s)anddate(s)ofthedata.
- Do not createtheappearanceof greateraccuracythanwhat thedata
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesor from previouslyroundedaverages;orby representing
anecdotalinformationin tableor chartform).

Text: - Pleasesubmitmain bodytext in TimesNewRoman,font size 12.
- All narrativetext shouldbe kept shortandsuccinct.Let themaps,

aerials,photos,graphs,charts,and tablesdo thetalking asmuchas
possible.

- Narrativesanddescriptivetext to illuminatethetables,charts,maps,etc.
shouldbe keptshortandsuccinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseof footnotes(usingfont size 10) asmuchaspossibleto keep
main bodytext brief

- Use footnotesto referenceany additionalmaterial providedin the
appendix.

Appendix: - Please,provideall necessarydetailedandsupplementalback-up
documentationandstatistics(text,spreadsheets,additionalmaps,
testimony,etc.)for inclusionin theappendixof theExisting Conditions
InventoryandAnalysisReport.

- Maps,aerials,photos,charts,graphsandtablesmustbe in professional
reportquality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
maybe designedto fit andbe legibleon oneor severalsequential8.5” x
11” pages,or on oneor severalsequential11” x 17” pages.

- Marginsin appendixmustbe 1” all around

Proofing: - Beforesubmittingyour reportsection,pleaseproofreadeverythingto
eliminatetyposandothererrors.Youmaywant anotherpersonor
personsdo theproofing.

I do notpretendto havecoveredall aspectsconcerningActon’sFinancesin theattached
InformationRequest.Pleasefeel freeto addpertinentinformationasyou seefit andappropriate
evenif notspecificallyrequested.Conversely,if you do nothaveinformationon anyof the items
requested,pleasemakea notationto that effect.Pleasedo nothesitateto contactmeor Kristin
Alexanderwith any questionsor suggestionsyou mayhave.

Thankyou for yourhelpandcooperation.

l:\planning\projects\comprehensivecommunityplan\plan.phase2\info request- finance.doc
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Information RequestItems ComprehensiveCommunity Plan
CommunityProfile — FinancialSummary Existing ConditionsInventory& Analysis

Pleaseprovide a Town of Acton Financial Profile in a brief general/overviewmanner1

RevenueSources
- Recurringlocal, State,andFederalrevenuesources
- Major competitivegrants& one-timefunding sources

Publicsectorspending& investmentsby category
- Education

Publicsafety
Administration

- Debt
- Pension
- Insurance
- etc.

CapitalInvestmentswith debt
- Land
- Buildings
- Infrastructure
- Costs& relateddebtamounts

Otherfinancialmeasures,indicators,assessments
- Tax rates
- Averagetaxes- residential& commercial
- Total tax levy
- Reserves
- Bond rating
- Audit
- Comparisons
- Percapitaexpenditures
- Perpupil expenditures
- Historictrends
- Recentsignificantchanges
- Imminentor anticipatedchallenges
- Generalshort-andlong-termoutlook

Briefly describe:
- Programsand initiativescurrentlyin effect, in theplanningstages,or existingonly in

conceptthat couldcontributeto Acton becomingaGreenCommunity.

Possiblesources:MassDOR,ActonFinanceDepartment,SchoolSuperintendent’sOffice.

end

Forthelastclosedfiscal year.This is generallyintendedas asnapshot.However,whereappropriateto the subjectat
hand,use3 to 10 yearperiodsto showtrendsandchanges.
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TOWN OF ACTON
472 Main Street

Acton, Massachusetts01720
Telephone(978)264-9636

Fax (978)264-9630
planning@acton-ma.gov

MEMORANDUM

ConservationCommission Date __________________

Tom Tidman,DirectorofNaturalResources

Cc: SteveLedoux,TownManager

From: PlanningDepartment
RolandBartl, AICP, PlanningDirector

Subject: Information Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
Natural ResourcesElement

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’s goals
andobjectivesfor thenextdecade,and thepolicy directionsandactiontargetsintendedto achieve
them.It will follow andreplacethe1998MasterPlan Update,which is currentlypostedon the
Townof Acton Website>Government>Planning> Resources(https://doc.acton-
ma.gov/dsweb/GetlDocument-8343/Master%2OPlan%20Update%2ODec%201998.pdf).

As you know, theOutreachPhaseoftheComprehensiveCommunityPlanconcludedin the
springof 2009.Thereport,Emerging Vision andGoalsfor Acton‘s Future, is availableat
www.actonoutreach.com.We arenow enteringthenextphaseoftheComprehensiveCommunity
Planproject,andthefirst orderofbusinessis to preparean Existing ConditionsInventory and
AnalysisReport,an assessmentand inventoryof existingassets,conditions,problems,and
deficiencies— of whatwehaveand what it takesto maintainit.

To preservefinancialresourcesin uncertainfiscaltimes,we hopeto accomplishmuch ofthe
work in-house.To this end,theBoardof SelectmenandtheTownManageraskeachdepartment,
board,committee,andcommissionto preparethereportsectionthat is pertinentto their respective
areasofexpertiseandresponsibility.I hopeyouwill assistin this effort. Townstaff is stretched
thin. Therefore,theBoard of Selectmencountson thevolunteersupportofActon’s board,
committee,andcommissionmembersto do muchof the leg work usingstaffasaresourceonly
wherenecessary.I amfully awarethatthe in-houseapproachwill tug at theavailablestaffand
volunteerresources.Pleasebe understandinganddo yourbestto help.Similar requestsaregoing
out to all boards,committees,and departmentsfor theirareasofexpertiseandresponsibility.

For theNaturalResourcesElementoftheExisting Conditions Inventory andAnalysis
Report,pleaseprovidetheinformation,documentation,andevaluationsasrequestedon theattached
page(s)entitled“Information RequestItems”.Pleaseobservethefollowing standardsand guidelines
whenpreparingandsubmittingyourreportsection.

Planning Department

To:
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Due Date: May31, 2010

Delivery: - Electronicallyonly.
- Saveyourreportsectionin O:\Planning\CommunityPlan\Existing

ConditionsReports.
- If you havemorethanonefile, placethem in asub-folderwith your

reportname.
- If you do not haveaccessto the0:-Drive e-mailyourreportsectionto

planning(~iacton-ma.govorsenda CD to thePlanningDepartment.

Time Frame for - Someof yourreportsectionswill be descriptivewithout aspecific time
Report: periodsuchaslistingsanddescriptionsofresources,historical

background,services,duties,andinventory.
- Otherpartsdescribetrends,changes,activities, initiatives,challenges,

andreviewof programsandperformance.Forthe latter, usethe1998
MasterPlan Updateasareferencepointto startfrom andthe last +/- 10

yearsasareviewperiod.

1998Master - It maybe usefulto reviewthe1998MasterPlan Update.Someof its
Plan Update: information is timelessandstill appliestoday.Whereapplicableyou

mayuseit andincorporateit into yourreportsectionwith updatesand
correctionsasyou seeappropriateand necessary,and with modifications
asto formatandpresentationrequiredto meettherequestedsubmission
standards(seebelow).

Format: - We will incorporateyourreportsectioninto one overall Existing
ConditionsInventory andAnalysisReport.

- We wish to do only minimal final editingand formatting.
- However,exceptfor maps,aerials,andphotosall reportelementsmust

beeditablein Word, Excel, or PowerPointasapplicable
- To easereportassemblyandminimize formattinginconsistencies,your

reportsectionshouldbe coherent,logically organizedandfollow these
basicformattingstandards:

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingleline break.
- Forparagraphsandsubparagraphsusethefollowing outline and title

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (—Title—)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- Body TextFont: TimeNew Roman;Size 12.
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Maps, Aerials, - Your reportsectionshouldbe well illustratedwith maps,aerials,photos,
Photos, and/or drawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingsso thattheyare

legibleandeasyto comprehendon an 8.5” x 11” printedpagewith 1”
marginsall around.

- All maps,aerials,photos,anddrawingsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- Mapsandaerialsmusthavea date,legend,scale(if thereis no scale,it
shouldbenoted),sOurce(s),northarrow,andtitle.

- Representationson mapsandaerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedasthe only source,thescaleandaccuracylimitations mustbe
noted.

- All photosanddrawingsmust havecaptions,dates,andsources(if date
or sourceis unknown,it shouldbe noted).

- Captionsand othertext belongingwith a map,aerial,photo,or drawing
shouldbe in font Time NewRoman,size 10 unlesscontainedwithin the
bodyof themap,aerial,photo,or drawing.

- Mapsandaerialsshouldbe numberedsequentiallyasMap 1, Map 2,
Map3, etc.

- Photosanddrawingsshouldbe numberedsequentiallyasPicture1,
Picture 2, Picture 3, etc.

Tables, Charts - Your report section should make extensive use of tables, charts and
& Graphs: graphs,asappropriateto thesubjectmaterial.

- Pleaseprepareall tables,chartsandgraphssothat theyarelegibleand
easyto comprehendon onehalfofan 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbe madefor tablesthat mustpresent
a lot ofdatathat cannotbe brokenup).

- All tables,chartsandgraphsshouldbe finished in up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,and source
informationwith date.

- Captionsandothertext belongingwith a table,chartor graphshouldbe
in font Time NewRoman,size 10 unlesscontainedwithin thebodyof
thetable, chartorgraph.

- TablesshouldbenumberedsequentiallyasTable 1, Table2, Table3,
etc.

- ChartsandGraphsshouldbe numberedsequentiallyasChart 1, Chart2,
Chart 3, etc.

Data: - Datausedfor maps,tables,charts,andgraphsshouldbe asaccurateas
possible.

- Makesureto distinguishfactualdatafrom estimates.
- List thesource(s)anddate(s)ofthedata.
- Do not createtheappearanceof greateraccuracythanwhatthedata
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesor from previouslyroundedaverages;or by representing
anecdotalinformationin tableor chartform).

Text: - Pleasesubmitmain bodytext in TimesNew Roman,font size12.
- All narrativetext shouldbe keptshortandsuccinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalking asmuchas
possible.

- Narrativesanddescriptivetext to illuminate thetables,charts,maps,etc.
should be keptshortand succinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseof footnotes(using font size 10)asmuchaspossibleto keep
mainbody text brief.

- Usefootnotesto referenceanyadditionalmaterialprovidedin the
appendix.

Appendix: - Please,provideall necessarydetailedand supplementalback-up
documentationand statistics(text,spreadsheets,additionalmaps,
testimony,etc.) for inclusionin theappendixoftheExisting Conditions
Inventory andAnalysisReport.

- Maps,aerials,photos,charts,graphsandtablesmustbe in professional
report quality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
maybe designedto fit andbelegibleon oneor severalsequential8.5” x
11” pages,oron one orseveralsequential11” x 17” pages.

- Marginsin appendixmustbe 1” all around.

Proofing: - Beforesubmittingyourreport section,pleaseproofreadeverythingto
eliminatetyposand othererrors.You maywantanotherpersonor
personsdo theproofing.

I do not pretendto havecoveredall aspectsconcerningActon’sNaturalResourcesin theattached
InformationRequest1.Pleasefeel freeto addin your reportsectionpertinentinformationasyou see
fit andappropriateevenif not specificallyrequested.Conversely,if you do not haveinformationon
any of theitemsrequested,pleasemakeanotationto that effect.Pleasedo nothesitateto contact
meorKristin Alexanderwith any questionsor suggestionsyou mayhave.

Thankyou for yourhelpandcooperation.

l:\planning\projects\comprehensivecommunityplan\plan.phase2\info request- natural resourcesdoc

Info requestsregardinggroundwaterresourcesandpublic shadetreesaregoing outseparatelyto the respective
anenciesin charge.OnenSi~aceas a landusecategoryis coveredby aseparatesectionandinformationrequest.
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Information RequestItems ComprehensiveCommunity Plan
NaturalResourcesElement Existing ConditionsInventory& Analysis

Briefly describeActon’s topography,geology& soils
- Mapsfor eachtopic
- Statisticsfor eachtopic
- Descriptionandcharacterizationfor eachtopic in summaryform
- Call outhighlightsandspecialfeatureswith significance
- Possiblesources:USGS,SCS,MassGIS,EngineeringDept.,prior masterplans.

Briefly describeActon’s surfacewaterbodies,flood plains& wetlands
- - Maps for eachtopic

- Statisticsfor eachtopic
- Descriptionandcharacterizationfor eachtopic in summaryform
- Call out highlights, specialfeatures,andmain waterbodieswith significance
- Possiblesources:USGS,SCS,wetlandsmaps,MassGIS,prior masterplans.

Briefly describeActon’swildlife & vegetation
- Maps for eachtopic
- Statisticsfor eachtopic
- Descriptionand characterizationfor eachtopic in summaryform
- Call out highlightsandspecialfeatureswith significance
- Rare/endangeredhabitats,plant communities,plants,andwildlife with description.
- Possiblesources:USGS,SCS,wetlandsmaps,MassGIS,prior masterplans,Mass.Natural

HeritageProgram,anecdotalinformation.

Briefly describeotherspecialfeaturesand resourceareassuchasareasor locationswith regional
ecologicalsignificance,scenicvistas,specialplaces,etc.

Briefly describe
- Existing programsandeffo~srelatedto themaintenance,use,andprotectionofnatural

resources,andcurrentpolicies/strategies/toolsfor protectionandmanagement— what
works/whatdoesn’t9Includehabitatprotection,wildlife management/protection,water
protection,etc

- Major programsandinitiativ~sduringthelast 10 yearsrelatedto themaintenance,use,and
protectionofnaturalresources— evaluateeffect andoutcome

- Major programsandinitiativescurrentlyin thelaunchor planningstagesrelatedto the
maintenance,use,andprotectionofnaturalresources

- Currentlyarticulatedpriorities
- Plansfor thefuture outlook,initiatives,capitalplan
- Programsandinitiatives currentlyin effect, in theplanningstages,or existingonly in

conceptthat couldcontributeto Acton becomingaGreenCommunity
- Realand potentialthreatsto naturalresources— any specificevents,trends,or developments

that you foreseeas puttingimportant,unique,or endangerednaturalresourcesat risk;
explain. Stepstakento protectagainstthesespecificthreats.

- Imminentor anticipatedchallenges.
- Availabletools for naturalresourceprotectionandconservationthat arecurrentlynot in use.

Briefly describe:
- Resourcesaspotentialthreatto people- emergencyplanning/disasterprevention

o Consultwith Engineering/Police/Fire/andEmergencyManagementteam.
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Information RequestItems ComprehensiveCommunity Plan
NaturalResourcesElement Existing ConditionsInventory& Analysis

o Solicit abriefwritten issuessummaryfrom Engineering/Police/Fire/andEmergency
Managementwith statisticsfrom eachof themfor thispartof your reportsection.

Public healthaspects
o Consultwith HealthDepartment/BoardofHealthregardingany humanhealth

aspectsandconcernsassociatedwith Acton’s naturalresources,theirexistence,their
management,their use,andtheir preservation.

o Solicit abriefwritten issuessummaryfrom HealthDepartment/Boardof Healthwith
thispartof your reportsection.

end
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TOWN OF ACTON
472 Main Street

Acton, Massachusetts01720
Telephone(978)264-9636

Fax (978)264-9630
planning~acton-ma.gov

MEMORANDUM

OpenSpaceCommittee Date __________________

Tom Tidman,Directorof NaturalResources

Cc: SteveLedoux,TownManager

From: PlanningDepartment
RolandBartl, AICP, PlanningDirector

Subject: In formation Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
Open SpaceElement

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’sgoals
andobjectivesfor thenextdecade,andthepolicy directionsandactiontargetsintendedto achieve
them.It will follow andreplacethe1998MasterPlan Update,which is currentlypostedon the
Town ofActon Website>Government>Planning> Resources(https://doc.acton-
ma.gov/dsweb/GetfDocument-8343/Master%2OPlan%2oUpdate%2ODec%201998.pdf).

As you know,the OutreachPhaseof theComprehensiveCommunityPlan concludedin the
springof 2009.Thereport,Emerging Vision and Goalsfor Acton ‘s Future, is availableat
www.actonoutreach.com.We arenow enteringthenextphaseoftheComprehensiveCommunity
Planproject, andthefirst orderof businessis to preparean Existing ConditionsInventoryand
AnalysisReport,an assessmentandinventoryofexistingassets,conditions,problems,and
deficiencies— ofwhatwehaveandwhat it takesto maintain it.

To preservefinancialresourcesin uncertainfiscal times,we hopeto accomplishmuchof the
work in-house.To this end,theBoardof SelectmenandtheTownManageraskeachdepartment,
board,committee,and commissionto preparethereportsectionthat is pertinentto their respective
areasofexpertiseandresponsibility.I hopeyou will assistin this effort. Townstaffis stretched
thin. Therefore,the BoardofSelectmencountson thevolunteersupportof Acton’s board,
committee,and commissionmembersto do muchofthe leg work usingstaffasa resourceonly
wherenecessary.I amfully awarethatthe in-houseapproachwill tug attheavailablestaffand
volunteerresources.Pleasebeunderstandinganddo yourbestto help. Similar requestsaregoing
out to all boards,committees,anddepartmentsfor theirareasofexpertiseandresponsibility.

For theOpenSpaceElementof theExisting ConditionsInventory andAnalysisReport,
pleaseprovidetheinformation,documentation,andevaluationsasrequestedon theattachedpage(s)
entitled “Information RequestItems”.Pleaseobservethefollowing standardsandguidelineswhen
preparingandsubmittingyourreport section.

To:
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Due Date: May 31,2010

Delivery: - Electronicallyonly.
- Saveyourreportsectionin O:\Planning\CommunityPlan\Existing

ConditionsReports.
- If you havemorethanonefile, placethemin asub-folderwith your

reportname.
- If you do nothaveaccessto the0:-Drive e-mailyour reportsectionto

planning(~acton-ma.govor senda CD to thePlanningDepartment.

Time Frame for
Report:

- Someof yourreportsectionswill be descriptivewithout aspecific time
periodsuchaslistingsanddescriptionsofresources,historical
background,services,duties,andinventory.

- Otherpartsdescribetrends,changes,activities, initiatives,challenges,
and reviewofprogramsandperformance.Forthe latter,usethe1998
MasterPlan Updateasareferencepointto startfrom andthelast +/- 10

yearsasareviewperiod.

1998Master
Plan Update:

- It maybe usefulto reviewthe1998MasterPlan Update.Someof its
information is timelessandstill appliestoday.Whereapplicableyou
mayuseit andincorporateit into yourreportsectionwith updatesand
correctionsasyou seeappropriateandnecessary,andwith modifications
asto format andpresentationrequiredto meettherequestedsubmission
standards(seebelow).

Format: - We will incorporateyour reportsectioninto one overall Existing
ConditionsInventory andAnalysisReport.

- We wish to do only minimal final editingand formatting.
- However,exceptfor maps,aerials,andphotosall reportelementsmust

beeditablein Word, Excel,or PowerPointasapplicable.
- To easereportassemblyandminimize formattinginconsistencies,your

reportsectionshouldbe coherent,logically organizedandfollow these
basicformattingstandards:

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingleline break.
- Forparagraphsandsubparagraphsusethe following outline andtitle

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (—Title—)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- Body TextFont: TimeNew Roman;Size 12.
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Maps, Aerials, - Your reportsectionshouldbe well illustrated with maps,aerials,photos,
Photos, and/ordrawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingssothat theyare

legible andeasyto comprehendon an 8.5” x 11” printedpagewith 1”
marginsall around.

- All maps,aerials,photos,anddrawingsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on whitepaper
andagainsteachother.

- Mapsand aerialsmusthaveadate,legend,scale(if thereis no scale,it
shouldbe noted),source(s),north arrow, and title.

- Representationson mapsandaerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedastheonly source,thescaleandaccuracylimitations mustbe
noted.

- All photosanddrawingsmusthavecaptions,dates,and sources(if date
or sourceis unknown,it shouldbe noted).

- Captionsandothertext belongingwith a map,aerial,photo,ordrawing
shouldbe in font Time New Roman,size 10 unlesscontainedwithin the
body ofthemap,aerial,photo,or drawing.

- Maps andaerialsshouldbe numberedsequentiallyasMap 1, Map 2,
Map 3, etc.

- Photosanddrawingsshouldbe numberedsequentiallyasPicture 1,
Picture 2, Picture 3, etc.

Tables, Charts - Your reportsectionshouldmakeextensiveuseoftables,chartsand
& Graphs: graphs,asappropriateto the subjectmaterial.

- Pleaseprepareall tables,chartsandgraphssothattheyarelegibleand
easyto comprehendon onehalfofan 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbemadefor tablesthatmustpresent
a lot of datathatcannotbe brokenup)

- All tables,chartsandgraphsshouldbe finishedin up-to-date
professionalreport quality.

- Usecolors whereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,andsource
informationwith date.

- Captionsand othertext belongingwith a table,chartor graphshouldbe
in font Time New Roman,size 10 unlesscontainedwithin thebody of
thetable, chartor graph.

- Tablesshouldbe numberedsequentiallyasTable 1, Table2, Table3,
etc.

- ChartsandGraphsshouldbe numberedsequentiallyasChart 1, Chart 2,
Chart3, etc.

Data: - Datausedfor maps,tables,charts,and graphsshouldbe asaccurateas
possible.

- Makesureto distinguishfactual datafrom estimates.
- List thesource(s)anddate(s)of thedata.
- Donot createthe appearanceof greateraccuracythanwhat thedata
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesor from previouslyroundedaverages;or by representing
anecdotalinformation in tableor chartform).

Text: - Pleasesubmitmain body text in TimesNew Roman,font size 12.
- All narrativetext shouldbe keptshortandsuccinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalkingas muchas
possible.

- Narrativesanddescriptivetext to illuminatethetables,charts,maps,etc.
should be keptshortandsuccinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseof footnotes(usingfont size 10) asmuchaspossibleto keep
mainbodytext brief

- Usefootnotesto referenceany additionalmaterialprovidedin the
appendix.

Appendix: - Please,provideall necessarydetailedand supplementalback-up
documentationandstatistics(text,spreadsheets,additionalmaps,
testimony,etc.)for inclusionin theappendixoftheExisting Conditions
Inventory andAnalysisReport.

- Maps,aerials,photos,charts,graphsand tablesmustbe in professional
reportquality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
maybe designedto fit andbe legibleon oneor severalsequential8.5” x
11” pages,or on oneor severalsequential11” x 17” pages.

- Margins in appendixmustbe 1” all around.

Proofing: - Beforesubmittingyourreportse
eliminatetyposandothererrors.
personsdo theproofing.

ction, pleaseproofreadeverythingto
You maywantanotherpersonor

I do not pretendto havecoveredall aspectsconcerningActon’sNaturalResourcesin theattached
Information Request.Pleasefeel freeto addin yourreportsectionpertinentinformationasyou see
fit andappropriateevenif not specificallyrequested.Conversely,if you do nothaveinformationon
any ofthe itemsrequested,pleasemakeanotationto thateffect. Pleasedo not hesitateto contact
meor Kristin Alexanderwith any questionsor suggestionsyoumayhave.

Thankyou for yourhelpandcooperation.

l:\planning\projects\comprehensivecommunityplan\plan.phase2\info request- naturalresources.doc
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Information RequestItems ComprehensiveCommunity Plan
OpenSpaceElement ExistingConditionsInventory& Analysis

Briefly summarizetheprotectedpublic openspaceinventoryusing thefollowing asaguide:
- Protectedpublic openspacelands:

List — locations— maps
Features
Protectionstatus/methods
Gems/highlight

- Publicparks& “groomed” openspaces(not ball fields!)
List — locations— maps
Features
Protectionsstatus/method
Gems/highlights

- Uses
- Services
- Facilities
- Maintenance

Briefly summarizetheinventoryofprotectedprivatelyownedopenspaces:
List — locations— maps
Owners
Features
Protectionstatus/methods
Gems/highlights

Briefly describeopenspacepurposesandbenefits,suchas
- Habitatprotection
- Landscapeprotection
- Waterresourceprotection
- Parkland
- Preventdevelopment
- Specificasto needandlocation
- other

Briefly describetheregionalcontext,suchas
- Comparisons with surrounding towns and region
- Comparisonwith regional/State/nationalstandardsoraverages
- Openspacein theregion - Acton’s fit androle— regionalopenspaceconnectivity
- Openspaceandrealestatevalues;prosandconsaboutcorrelation
- Publiccostsofopenspacev. public costsofhousing,commercial,or industrial landuses.

Briefly describe:
- Existing programsandefforts relatedto themaintenance,use,andprotectionof openspaces;

andcurrentpolicies/strategies/toolsfor protectionandmanagement— whatworks/what
doesn’t?

- Maj orprogramsandinitiativesduring thelast 10 yearsrelatedto themaintenance,use,and
protectionof openspaces— evaluateeffect andoutcome.

- During thelast 10 years,whatlandwasacquiredandhow wasit acquired?Whatprotection
mechanismis it under? Describeuses(meadow,farmland,wooded,trails, campsites,etc.
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Information RequestItems ComprehensiveCommunity Plan
OpenSpaceElement Existing ConditionsInventory& Analysis

- Major programsand initiativescurrently in the launchor planningstagesrelatedto the
maintenance,use,andprotectionofopenspaces.

- Currentlyarticulatedlandconservation/openspaceprotectionpriorities.
- Plansfor thefuture:outlook, initiatives,capitalplan.
- Programsandinitiativescurrently in effect, in theplanningstages,or existingonly in concept

that couldcontributeto ActonbecomingaGreenCommunity.
- Realandpotentialthreatsto openspaces— any specificevents,trends,or developmentsthat

you foreseeasputting important,unique,or endangeredopenspacesat risk; explain.Steps
takento protectagainstthesespecific threats.

- Imminentor anticipatedchallenges.
- Availabletools for landconservationandopenspaceprotectionthatare currentlynot in use.

Briefly describethepublic healthaspectsofopenspaces:
- Consultwith HealthDepartment/BoardofHealthregardingany humanhealthaspectsand

concernsassociatedwith Acton’s openspaces,theirexistence,their management,theiruse,
andtheirprotection.

- Solicit a briefwritten issuessummaryfrom HealthDepartment/Boardof Healthwith this part
ofyour reportsection.

Possiblesources:
CurrentOpenSpaceand RecreationPlan;
1998MasterPlanUpdate;
EOEEA/DCR
US- DOI

end
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TOWN OF ACTON
~UIIU11UIIIIII~ 472 Main Street

~r Acton, Massachusetts01720
~ ~J [~7 Telephone(978)264-9636

Fax (978)264-9630
planning~acton-ma.gov

Planning Department

MEMORANDUM

To DeanCharter,TreeWarden Date _________________

Cc: SteveLedoux,Town Manager

From: PlanningDepartment
RolandBartI,AICP, PlanningDirector

Subject: Information Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
Natural ResourcesElement— Public ShadeTrees

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’s goals
andobjectivesfor thenextdecade,andthepolicy directionsandaction targetsintendedto achieve
them. It will follow andreplacethe 1998MasterPlan Update,which is currentlypostedon the
Town ofActonWebsite>Government>Planning>Resources(https //doc acton-
ma.gov/dsweb/Get/Document-8343/Master%2OPlan%20Update%2ODec%201998 .pdf).

As you know, the OutreachPhaseoftheComprehensiveCommunityPlanconcludedin the
spring of 2009.Thereport,Emerging Vision and Goalsfor Acton ‘s Future, is availableat
www.actonoutreach.com.We arenowenteringthenextphaseof theComprehensiveCommunity
Planproject,and thefirst orderofbusinessis to preparean Existing Conditions Inventory and
AnalysisReport,an assessmentandinventoryofexisting assets,conditions,problems,and
deficiencies— of whatwehaveandwhat it takesto maintainit.

To preservefinancialresourcesin uncertainfiscal times,we hopeto accomplishmuchof the
work in-house.To this end,theBoardof SelectmenandtheTownManageraskeachdepartment,
board,committee,andcommissionto preparethereportsectionthat is pertinentto theirrespective
areasofexpertiseandresponsibility.I hopeyouwill assistin thiseffort. Townstaff is stretched
thin. Therefore,theBoardof Selectmencountson thevolunteersupportof Acton’s board,
committee,andcommissionmembersto do muchof the legwork usingstaffasa resourceonly
wherenecessary.I amfully awarethat the in-houseapproachwill tug at theavailablestaffand
volunteerresources.Pleasebeunderstandingand do yourbestto help. Similar requestsaregoing
out to all boards,committees,and departmentsfor their areasof expertiseandresponsibility.

For theNaturalResourcesElement— PublicShadeTreessectionof theExisting Conditions
Inventory andAnalysisReport,pleaseprovidetheinformation,documentation,and evaluationsas
requestedon theattachedpage(s)entitled “Information RequestItems”.Pleaseobservethe
following standardsandguidelineswhenpreparingand submittingyour reportsection.
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DueDate: May3l,20l0

Delivery: - Electronicallyonly.
- Saveyourreportsectionin O:\Planning\CommunityPlan\Existing

ConditionsReports.
- If youhavemorethanone file, placethemin a sub-folderwith your

reportname.
- If you do nothaveaccessto the0:-Drive e-mail yourreportsectionto

planning(~acton-ma.govor senda CD to thePlanningDepartment.

Time Frame for
Report:

- Someof yoUr reportseëtionswill be descriptivewithout aspecific time
periodsuchaslistingsand descriptionsofresources,historical
background,services,duties,andinventory.

- Otherpartsdescribetrends,changes,activities,initiatives,challenges,
andreviewofprogramsandperformance.For the latter,usethe1998
MasterPlan Updateasareferencepoint to startfrom andthe last +/- 10

yearsasareviewperiod.

1998 Master
Plan Update:

- It maybe usefulto reviewthe1998MasterPlan Update.Someof its
informationis timelessandstill appliestoday.Whereapplicableyou
mayuseit andincorporateit intoyour reportsectionwith updatesand
correctionsasyou seeappropriateandnecessary,andwith modifications
asto formatandpresentationrequiredto meettherequestedsubmission
standards(seebelow).

Format: - Wewill incorporateyour reportsectioninto oneoverall Existing
ConditionsInventory andAnalysisReport.

- Wewish to do only minimal final editing andformatting.
- However,exceptfor maps,aerials,andphotosall report elementsmust

beeditablein Word, Excel,or PowerPointasapplicable
- To easereportassemblyandminimize formattinginconsistencies,your

reportsectionshouldbe coherent,logically organizedandfollow these
basicformattingstandards

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingle line break.
- For paragraphsandsubparagraphsusethefollowing outline andtitle

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (-Title-)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- Body Text Font: Time New Roman;Size 12.
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Maps, Aerials, - Your reportsectionshouldbe well illustratedwith maps,aerials,photos,
Photos, and/or drawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingsso that theyare

legible and easy to comprehend on an 8.5” x 11” printed page with 1”
marginsall around.

- All maps,aerials,photos,anddrawingsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- Mapsandaerialsmusthavea date,legend,scale(if thereis no scale,it
shouldbC noted),sOurëe(s),north arrOw,andtitle.

- Representationson mapsandaerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedastheonly source,thescaleandaccuracylimitations mustbe
noted.

- All photosanddrawingsmusthavecaptions,dates,and sources(if date
or sourceis unknown,it shouldbe noted).

- Captionsand othertextbelongingwith amap,aerial,photo,or drawing
shouldbe in font Time NewRoman,size 10 unlesscontainedwithin the
body ofthemap,aerial,photo,or drawing.

- Mapsandaerialsshouldbe numberedsequentiallyasMap 1, Map 2,
Map 3, etc.

- Photosanddrawingsshouldbe numberedsequentiallyasPicture1,
Picture 2, Picture 3, etc.

Tables, Charts - Your reportsectionshouldmakeextensiveuseof tables,chartsand
& Graphs: graphs,asappropriateto the subjectmaterial.

- Pleaseprepareall tables,chartsand graphssothattheyare legibleand
easyto comprehendon onehalfof an 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbe madefor tablesthatmustpresent
a lot ofdatathat cannotbe brokenup).

- All tables,chartsand graphsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on whitepaper
andagainsteachother.

- All tables,chartsand graphsmusthavetitles, captions,andsource
informationwith date.

- Captionsandothertextbelongingwith atable,chartorgraphshouldbe
in font Time New Roman,size 10 unlesscontainedwithin thebody of
the table,chartor graph.

- Tablesshouldbe numberedsequentiallyasTable 1, Table2, Table 3,
etc.

- ChartsandGraphsshouldbe numberedsequentiallyasChart 1, Chart2,
Chart 3, etc.

Data: - Datausedfor maps,tables,charts,andgraphsshould be asaccurateas
possible.

- Makesureto distinguishfactualdatafrom estimates.
- List thesource(s)anddate(s)ofthedata.
- Do not createtheappearanceofgreateraccuracythanwhat thedata
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesor from previouslyroundedaverages;orby representing
anecdotalinformationin tableor chartform).

Text: - Pleasesubmitmain bodytext in TimesNew Roman,font size 12.
- All narrativetext shouldbe keptshortandsuccinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalking asmuchas
possible.

- Narrativesanddescriptivetext to illuminatethetables,charts,maps,etc.
shouldbe keptshortandsuccinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseoffootnotes(usingfont size 10) asmuch aspossibleto keep
main body textbrief

- Usefootnotesto referenceany additionalmaterialprovidedin the
appendix.

Appendix: - Please,provideall necessarydetailedand supplementalback-up
documentationandstatistics(text,spreadsheets,additionalmaps,
testimony,etc.)for inclusionin theappendixof theExisting Conditions
Inventory andAnalysisReport.

- Maps,aerials,photos,charts,graphsandtablesmustbe in professional
reportquality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
maybe designedto fit andbelegible on oneor severalsequential8.5” x
11” pages,or on oneor severalsequential11” x 17” pages.

- Marginsin appendixmustbe 1” all around.

Proofing: - Beforesubmittingyourreportsection,pleaseproofreadeverythingto
eliminatetyposandothererrors.You maywantanotherpersonor

________________ personsdo theproofing.

I do notpretendto havecoveredall aspectsconcerningActon’sPublicShadeTreesin theattached
InformationRequest- Detail. Pleasefeel freeto addin yourreportsectionpertinentinformationas
you seefit andappropriateevenif not specificallyrequested.Conversely,if you do not have
information on any of the items requested, please make a notation to that effect. Please do not
hesitateto contactmeor Kristin Alexanderwith any questionsorsuggestionsyou mayhave.

Thankyou for yourhelpandcooperation.

l:\planning\projects\comprehensivecommunityplan\plan,phase2\info request- public shadetrees.doc
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Information RequestItems ComprehensiveCommunity Plan
NaturalResourcesElement— Public ShadeTrees Existing ConditionsInventory& Analysis

Briefly provideapublic shadetree inventorysummary— anythingyou haveor canput togetherthat
might resemblean inventoryandshedlight on

o Numberoftreeswith trend(upordown)
o Agedistribution
o Healthstatus
o Speciesmix
o Locationdistribution

Briefly describe:
- Existing programsandefforts relatedto themaintenance,use,andprotectionofpublic shade

trees;and currentpolicies/strategies/toolsfor protectionandmanagement— what
works/whatdoesn’t?

- Major programsandinitiativesduring thelast 10 yearsrelatedto themaintenance,use,and
protectionofpublic shadetrees— evaluateeffectand outcome.

- Major programsand initiativescurrently in the launchor planningstagesrelatedto the
maintenance,use,andprotectionofpublic shadetrees.

- Summaryofrecentpublic shadetreeremovalhearingswith reasonsfor hearingsand
outcomes.

- Currentlyarticulatedpriorities.
- Plansfor thefuture: outlook,initiatives,capitalplan.
- Programsandinitiativescurrentlyin effect, in theplanningstages,orexistingonly in

concept that could contribute to Acton becoming a Green Community.
- Realandpotential threatsto public shadetrees— any specificevents,trends,or

developmentsthat you foreseeasputting important,unique,or endangerednaturalresources
atrisk; explain. Stepstakento protectagainstthesespecific threats.

- Otherimminentor anticipatedchallenges.
- Availabletools for public shadetreeprotectionand additionsto inventorythat arecurrently

not in use.
- Management;protectionneeds;andneedsto sustainorgrow inventory.
- Arrangements/agreementswith private landowners.
- Purposeandbenefitsofpublic shadetrees,aswell asrisksand problemsfor thepublic

relatedto maintenance,treedamage,liability, etc.
- Publichealthaspects

o Consultwith HealthDepartment/Boardof Healthregardingany humanhealth
aspects,andconcernsassociatedwith Acton’s public shadetrees.

o Solicit abriefwritten issuessummaryfrom HealthDepartment/BoardofHealthwith
thispart ofyourreportsection.

end
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TOWN OF ACTON
472 Main Street

Acton, Massachusetts01720
Telephone(978)264-9636

Fax (978)264-9630

planning@acton-ma.gov

MEMORANDUM

To RecreationCommission Date __________________

CatherineFochtman,RecreationDirector

Cc: SteveLedoux,TownManager

From: PlanningDepartment
RolandBartl, AICP, PlanningDirector

Subject: Information Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
RecreationElement

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’s goals
andobjectivesfor thenextdecade,andthepolicy directionsandactiontargetsintendedto achieve
them. It will follow andreplacethe1998MasterPlan Update,which is currentlypostedon the
Townof Acton Website>Government>Planning>Resources(https://doc.acton-
ma.gov/dsweb/Get/Document-8343/Master%2OPlan%20Update%2ODec%201 998.pdf).

As you know, theOutreachPhaseof theComprehensiveCommunityPlanconcludedin the
springof 2009. Thereport,Emerging Vision andGoalsfor Acton ‘s Future, is availableat
www.actonoutreach.com.We arenow enteringthenextphaseoftheComprehensiveCommunity
Planproject,and thefirst orderof businessis to preparean Existing ConditionsInventory and
AnalysisReport, an assessmentand inventoryof existingassets,conditions,problems,and
deficiencies— ofwhatwehaveandwhat it takesto maintainit.

To preservefinancialresourcesin uncertainfiscaltimes, we hopeto accomplishmuchofthe
work in-house.To thisend,the Boardof Selectmenand theTown Manageraskeachdepartment,
board,committee,and commissionto preparethereportsectionthat is pertinentto their respective
areasofexpertiseandresponsibility.I hopeyou will assistin this effort. Townstaff is stretched
thin. Therefore,theBoardofSelectmencountson thevolunteersupportofActon’s board,
committee,andcommissionmembersto do muchof the legwork usingstaffasaresourceonly
wherenecessary.I amfully awarethat the in-houseapproachwill tugat theavailablestaffand
volunteerresources.Pleasebeunderstandinganddo yourbestto help. Similar requestsaregoing
out to all boards,committees,anddepartmentsfor theirareasofexpertiseandresponsibility.

For theRecreationElementof theExisting ConditionsInventory andAnalysisReport,
pleaseprovidetheinformation,documentation,andevaluationsasrequestedon theattachedpage(s)
entitled “InformationRequestItems”.Pleaseobservethefollowing standardsandguidelineswhen
preparingand submittingyourreportsection.

Planning Department
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DueDate: May 31, 2010

Delivery: - Electronicallyonly.
- Saveyourreportsectionin O:\Planning\CommunityPlan\Existing

ConditionsReports.
- If youhavemorethanonefile, placethem in asub-folderwith your

reportname.
- If you do nothaveaccessto the0:-Drive e-mailyour reportsectionto

planningc~acton-ma.govor senda CD to thePlanningDepartment.

Time Frame fOr - Sotheof yourreportsectionswill be descriptivewithout a speëifietime
Report: periodsuchaslistingsanddescriptionsofresources,historical

background,services,duties,and inventory.
- Otherpartsdescribetrends,changes,activities, initiatives,challenges,

andreviewof programsandperformance.Forthe latter,usethe1998
MasterPlan Updateasareferencepoint to startfrom andthelast+/- 10

yearsasa reviewperiod.

1998Master - It maybe useful to reviewthe1998MasterPlan Update.Someof its
Plan Update: informationis timelessandstill appliestoday.Whereapplicableyou

mayuseit and incorporateit into yourreportsectionwith updatesand
correctionsasyou seeappropriateandnecessary,and with modifications
asto formatandpresentationrequiredto meettherequestedsubmission
standards(seebelow).

Format: - We will incorporateyourreport sectioninto oneoverallExisting
Conditions Inventory andAnalysisReport.

- We wish to do only minimal final editing andformatting.
- However,exceptfor maps,aerials,and photosall reportelementsmust

beeditablein Word, Excel, or PowerPointasapplicable.
- To easereportassemblyandminimize formattinginconsistencies,your

reportsectionshouldbe coherent,logically organizedandfollow these
basicformattingstandards:

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingle line break.
- Forparagraphsandsubparagraphsusethefollowing outlineandtitle

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (—Title—)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- Body TextFont: TimeNew Roman;Size 12.

Maps, Aerials, - Your reportsectionshouldbe well illustratedwith maps,aerials,photos,
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Photos, and/or drawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingsso thattheyare

legibleand easyto comprehendon an 8.5” x 11” printedpagewith 1”
marginsall around.

- All maps,aerials,photos,anddrawingsshouldbe finishedin up-to-date
professionalreportquality.

- Use colorswhereverpossible.Colorsmustcontrastwell on white paper
and againsteachother.

- Mapsand aerialsmusthaveadate,legend,scale(if thereis no scale,it
shouldbe noted),source(s),northarrow,andtitle.

- Representationson mapsandaerialsshOuldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedastheonly source,thescaleandaccuracylimitations mustbe
noted.

- All photosanddrawingsmusthavecaptions,dates,and sources(if date
or sourceis unknown,it shouldbe noted).

- Captionsandothertext belongingwith a map,aerial,photo,or drawing
shouldbe in font Time New Roman,size 10 unlesscontainedwithin the
bodyof themap,aerial,photo,or drawing.

- Mapsandaerialsshouldbe numberedsequentiallyasMap 1, Map 2,
Map 3, etc.

- Photosanddrawingsshouldbe numberedsequentiallyasPicture1,
Picture 2, Picture 3, etc.

Tables, Charts - Your reportsectionshouldmakeextensiveuseoftables,chartsand
& Graphs: graphs,asappropriateto thesubjectmaterial.

- Pleaseprepareall tables,chartsandgraphsso thattheyarelegibleand
easyto comprehendon one halfof an 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbe madefor tablesthatmustpresent
a lot ofdatathatcannotbe brokenup).

- All tables,chartsandgraphsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,and source
informationwith date.

- Captionsandothertextbelongingwith a table,chartor graphshouldbe
in font TimeNew Roman,size 10 unlesscontainedwithin thebody of
thetable, chartorgraph.

- Tablesshouldbe numberedsequentiallyasTable 1, Table2, Table3,
etc.

- ChartsandGraphsshouldbenumberedsequentiallyasChart 1, Chart2,
Chart 3, etc.

Data: - Datausedfor maps,tables,charts,andgraphsshouldbe asaccurateas
possible.

- Makesureto distinguishfactualdatafrom estimates.
- List thesource(s)and date(s)ofthedata.
- Do not createtheappearanceof greateraccuracythanwhat thedata

supports(for instanceby showingdecimalsfor numbersderivedfrom
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estimatesor from previouslyroundedaverages;or by representing
anecdotalinformationin tableorchart form).

Text: - Pleasesubmitmain bodytext in TimesNew Roman,font size 12.
- All narrativetext shouldbe keptshortandsuccinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalking asmuchas
possible.

- Narrativesanddescriptivetext to illuminatethetables,charts,maps,etc.
shouldbe keptshortandsuccinctwith clearreferenceto the relevant
tables,charts,maps,etc.

- Make trseof footnotes(usingfont size 10) asmuchaspossibleto keep
main body textbrief

- Usefootnotesto referenceanyadditionalmaterial providedin the
appendix.

Appendix: - Please,provideall necessarydetailedandsupplementalback-up
documentationandstatistics(text,spreadsheets,additionalmaps,
testimony,etc.)for inclusionin theappendixoftheExisting Conditions
Inventory andAnalysisReport.

- Maps,aerials,photos,charts,graphsandtablesmustbe in professional
reportquality.

- Fortheappendixonly, maps,aerials,photos,charts,graphsandtables
maybe designedto fit andbe legibleon oneor severalsequential8.5” x
11” pages,or on oneor severalsequential11” x 17” pages.

- Margins in appendixmust be 1” all around.

Proofing: - Beforesubmittingyourreportsection,pleaseproofreadeverythingto
eliminatetyposandothererrors.You maywantanotherpersonor
personsdo theproofing.

I do notpretendto havecoveredall aspectsconcerningActon’sNaturalResourcesin theattached
InformationRequest- Detail. Pleasefeel freeto addin yourreportsectionpertinentinformationas
you seefit andappropriateevenif not specificallyrequested.Conversely,if you do not have
informationon any ofthe itemsrequested,pleasemakeanotationto that effect.Pleasedo not
hesitateto contactmeorKristin Alexanderwith any questionsor suggestionsyou mayhave.

Thankyou for yourhelpand cooperation.

l:\planning\projects\comprehensivecommunityplan\plan.phase2\info request- natural resources.doc

Page 4



Information RequestItems ComprehensiveCommunity Plan
NaturalResourcesElement Existing ConditionsInventory& Analysis

Pleaseprovide in summaryform an inventoryofall public recreationfacilities in Acton — Townand
Schools,touchingon at leastthefollowing points:

- List & locations
- Features
- Services/programs
- Maintenance

Pleaseprovidein summaryform an inventoryof all privaterecreationfacilities in Acton:
-~ List - locations
- Features
- Services/programs

Briefly describerecreationusesandneeds:
- Organizedsports
- Pick-upgames
- Waterrecreation
- Passiverecreation
- Guidedwalks/tours
- Other/new
- Currentforecasts

Briefly summarizeuserstatistics:
- Numbers
- Agegroups
- Demographics;etc.

Briefly describe:
- Existingrecreationprogramsandefforts;andcurrentpolicies/strategies/toolsfor protection

andmanagement— whatworks/whatdoesn’t?
- Major recreationprogramsandinitiativesof the last 10 years— evaluateeffect andoutcome.
- Any newfacilities, recreationland, etc. addedin the last 10 years.
- Major recreationprogramsandinitiatives currentlyin thelaunchorplanningstages.
- CuiTentlyarticulatedpriorities.
- Plansfor thefuture:outlook, initiatives,capitalplan.
- Programsandinitiativescurrentlyin effect, in theplanningstages,orexistingonly in

concept that could contribute to Acton becoming a Green Community.
- Imminentor anticipatedchallenges.
- Privatefundingof public recreationprogramsand facilities.

Briefly describepublic healthaspects:
- Consult with Health Department/Board of Health regarding any human health aspects and

concernsassociatedwith Acton’snaturalresources,theirexistence,theirmanagement,their
use,andtheirpreservation.

- Solicit a brief written issues summary from Health Department/Board of Health with this
part of yourreportsection

Resources:OpenSpaceandRecreationPlan,Nursing,Health,DPH, DMH.
end
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TOWN OF ACTON
472 Main Street

Acton, Massachusetts01720
Telephone(978)264-9636

Fax (978)264-9630
planning~acton-ma.gov

Planning Department

MEMORANDUM

To All TownDepartmentHeads Date _________________

Cc: SteveLedoux,TownManager

From: PlanningDepartment,RolandBartl, AICP, PlanningDirector

Subject: Information Requestfor
Acton ComprehensiveCommunity Plan
Existing Conditions Inventory & Analysis
Public Servicesand Facilities Element

Whencompleted,theActon ComprehensiveCommunityPlan will statetheTown’s goals
and objectivesfor thenextdecade,andthepolicy directionsandactiontargetsintendedto achieve
them. It will follow andreplacethe1998MasterPlan Update,which is currentlypostedon the
Townof Acton Website>Government>Planning> Resources(https //doc acton-
ma.gov/dsweb/Get/Document-8343/Master%2OPlan%2oUpdate%2ODec%201998.pdf).

As you know, theOutreachPhaseoftheComprehensiveCommunityPlan concludedin the
springof 2009.Thereport,Emerging Vision andGoalsfor Acton‘s Future, is availableat
www.actonoutreach.com.Wearenow enteringthenextphaseof theComprehensiveCommunity
Planproject,andthefirst orderof businessis to preparean Existing ConditionsInventory and
AnalysisReport,an assessmentand inventoryof existingassets,conditions,problems,and
deficiencies— of whatwe haveandwhat it takesto maintainit.

To preservefinancialresourcesin uncertainfiscaltimes,we hopeto accomplishmuch ofthe
work in-house.To this end,the Boardof Selectmenand theTown ManageraskeachTown
departmentto preparetheirrespectivesectionofthePublicServicesandFacilitiesElementfor the
Existing ConditionsInventory andAnalysisReport. I hopeyou will assistin this effort. I am fully
awarethat the in-houseapproachwill tug at theavailablestaffandvolunteerresources.Pleasebe
understandingand do yourbestto help. Similar requestsaregoing out to all boards,committees,
anddepartmentsfor theirareasof expertiseandresponsibilityto provideinformation for other
elementsoftheExisting ConditionsInventory andAnalysisReport.You mayreceivesucha
request.

For theExisting Conditions Inventory andAnalysisReport,pleaseprovidetheinformation,
documentation,andevaluationsasrequestedon theattachedpage(s)entitled “Information Request
Items”. Pleaseobservethefollowing standardsandguidelineswhenpreparingandsubmittingyour
report section.

/4~
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Due Date: May31, 2010

Delivery: - Electronicallyonly.
- Saveyourreportsectionin O:\Planning\CommunityPlan\Existing

ConditionsReports.
- If you havemorethanone file, placethemin asub-folderwith your

reportname.
- If you do nothaveaccessto the0:-Drive e-mail yourreportsectionto

planningc~acton-ma.govor senda CD to thePlanningDepartment.

Time Frame for - Someofyour reportsectionswill bedescriptivewithout aspecific time
Report: periodsuchaslistingsand descriptionsof resources,historical

background,services,duties,and inventory.
- Otherpartsdescribetrends,changes,activities,initiatives,challenges,

andreviewof programsandperformance.For the latter,usethe1998
MasterPlan Updateasa referencepoint to startfrom andthelast+/- 10

yearsasareviewperiod.

1998 Master - It maybe usefulto reviewthe1998MasterPlan Update.Someof its
Plan Update: informationis timelessandstill appliestoday.Whereapplicableyou

mayuseit andincorporateit into yourreportsectionwith updatesand
correctionsasyou seeappropriateandnecessary,andwith modifications
asto formatandpresentationrequiredto meettherequestedsubmission
standards(seebelow).

Format: - We will incorporateyourreportsectioninto oneoverall Existing
Conditions Inventory andAnalysisReport.

- We wishto do only minimal final editing andformatting.
- However,exceptfor maps,aerials,andphotosall reportelementsmust

beeditablein Word, Excel,or PowerPointasapplicable.
- To easereportassemblyandminimize formattinginconsistencies,your

report sectionshould be coherent,logically organizedand follow these
basicformattingstandards:

- Pagesize:only 8.5” X 11” - portrait.
- Pagemargins: 1” all around.
- Paragraphspacing:onesingle line break.
- For paragraphsandsubparagraphsusethefollowing outline andtitle

convention:
1. (-TITLE-)

Text

a. (-Title-)
Text

i) (—Title—)
Text

- Please,do not insertpagebreaksor sectionbreaks.
- Body TextFont: Time New Roman;Size 12.
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Maps, Aerials, - Your reportsectionshouldbe well illustratedwith maps,aerials,photos,
Photos, and/ordrawings,asappropriateto thesubjectmaterial.
Drawings: - Pleaseprepareall maps,aerials,photos,anddrawingssothat theyare

legibleandeasyto comprehendon an 8.5” x 11” printedpagewith 1”
marginsall around.

- All maps,aerials,photos,anddrawingsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on whitepaper
andagainsteachother.

- Mapsandaerialsmusthaveadate,legend,scale(if thereis no scale,it
shouldbe noted),source(s),northarrow,andtitle.

- Representationson mapsandaerialsshouldhavereasonablygood
geographicaccuracy.If MassGISor otherregionalmappingdataare
usedastheonly source,thescaleandaccuracylimitations mustbe
noted.

- All photosand drawingsmusthavecaptions,dates,andsources(if date
orsourceis unknown,it shouldbe noted).

- Captionsand othertext belongingwith a map,aerial,photo,or drawing
shouldbe in font Time New Roman,size 10 unlesscontainedwithin the
body ofthemap,aerial,photo,or drawing.

- Mapsandaerialsshouldbe numberedsequentiallyasMap 1, Map2,
Map3, etc.

- Photosanddrawingsshouldbe numberedsequentiallyasPicture 1,
Picture 2, Picture 3, etc.

Tables, Charts - Your reportsectionshouldmakeextensiveuseoftables,chartsand
& Graphs: graphs,asappropriateto thesubjectmaterial.

- Pleaseprepareall tables,chartsandgraphssothat theyarelegible and
easyto comprehendon onehalfofan 8.5” x 11” printedpagewith 1”
marginsall around(exceptionscanbe madefor tablesthatmustpresent
a lot of datathat cannotbe brokenup)

- All tables,chartsandgraphsshouldbe finishedin up-to-date
professionalreportquality.

- Usecolorswhereverpossible.Colorsmustcontrastwell on white paper
andagainsteachother.

- All tables,chartsandgraphsmusthavetitles, captions,andsource
informationwith date.

- Captionsandothertext belongingwith atable,chartor graphshouldbe
in font Time NewRoman,size 10 unlesscontainedwithin thebody of
thetable,chartor graph.

- TablesshouldbenumberedsequentiallyasTable 1, Table 2, Table3,
etc.

- ChartsandGraphsshouldbe numberedsequentiallyasChart 1, Chart2,
Chart3, etc.

Data: - Datausedfor maps,tables,charts,andgraphsshouldbe asaccurateas
possible.

- Makesureto distinguishfactualdatafrom estimates.
- List thesource(s)anddate(s)ofthedata.
- Do not createtheappearanceofgreateraccuracythanwhat thedata
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supports(for instanceby showingdecimalsfor numbersderivedfrom
estimatesor from previouslyroundedaverages;or by representing
anecdotalinformation in tableorchart form).

Text: - Pleasesubmitmain body text in TimesNew Roman,font size 12.
- All narrativetext shouldbe keptshortand succinct.Let themaps,

aerials,photos,graphs,charts,andtablesdo thetalking asmuchas
possible.

- Narrativesanddescriptivetext to illuminatethetables,charts,maps,etc.
should be keptshortandsuccinctwith clearreferenceto therelevant
tables,charts,maps,etc.

- Makeuseoffootnotes(usingfont size 10) asmuchaspossibleto keep
main bodytextbrief

- Usefootnotesto referenceany additionalmaterialprovidedin the
appendix.

Appendix: - Please,provide all necessarydetailedand supplementalback-up
documentationandstatistics(text,spreadsheets,additionalmaps,
testimony,etc.) for inclusion in theappendixoftheExisting Conditions
Inventory andAnalysisReport.

- Maps,aerials,photos,charts,graphsandtablesmustbe in professional
report quality.

- For theappendixonly, maps,aerials,photos,charts,graphsandtables
maybedesignedto fit andbe legibleon oneor severalsequential8.5” x
11” pages,or on one or severalsequential11” x 17” pages.

- Marginsin appendixmustbe 1” all around.

Proofing: - Beforesubmittingyourreportsection,pleaseproofreadeverythingto
eliminatetyposandothererrors.You maywantanotherpersonor
personsdo theproofing.

I do not pretendto havecoveredin theattachedInformationRequestall aspectsoftheservicesyour
departmentprovidesorthefacilities it usesand/ormaintains.Pleasefeel freeto add in yourreport
sectionpertinentinformationasyou seefit andappropriateevenif not specificallyrequested.
Conversely,if you do not haveinformationon any of the itemsrequested,pleasemakea notationto
thateffect.Pleasedo not hesitateto contactmeor Kristin Alexanderwith any questionsor
suggestionsyou mayhave.

Thankyou for yourhelpandcooperation.

l:\planning\projects\comprehensivecommunityplan\plan.phase2\info request- servicesandfacilitiesdoc

Page4



Information RequestItems ComprehensiveCommunity Plan

Public Servicesand Facilities Existing ConditionsInventory& Analysis

Services:

All departments:
Briefly describeyourdepartment’sservicesandtheresourcesto providesuchservices(be
comprehensivesoasto list all services,butkeepeachdescriptionanddetail brief), including:

- Your department’sgoalsormission.
- Descriptionof servicesandprograms.
- Targetpopulationsor majotusersof yourdepartment’sservices.
- Overalldepartmentstaffing— 10-yeartrend.
- Professionallystaffedservices.
- Volunteer-staffedservicesunderyourdepartmentsauspices.
- Publicservicesprovidedby others(contractorsor othergovernmentagencies)but overseen

by yourdepartment.
- Identify areasof significantsuccess,progress,andcustomersatisfactionaswell asareas

with major deficienciesor problemsrelatedto or impedingyourdepartment’sservice
delivery.Whatworks, what doesn’t?

- New servicesaddedor servicesdiscontinueddunngthelast +/- 10 years— evaluateeffect
andoutcome.

- Regulatorychallenges—newlawsaddedthatneededimplementation.
- Annualexpenses,including enterpriseand otherspecialfunds— 10-yeartrend.
- Annual expenses(by servicecategoryif available)— 10-yeartrend.
- Annual revenues,includingenterpriseandotherspecialfunds— 10-yeartrend.
- Annual revenues by service category if available — 10-yeartrend.
- Review/compareequivalentservicesin comparabletowns(seeALG comparabletowns list).
- State the currently articulated priorities for your department.
- Major new service initiatives currently in the launch or planning stages.
- Current plans for the future: outlook, initiatives, capital plan.
- Programs and initiatives currently in effect, in the planning stages, or existing only in

conceptthat could contributeto Acton becominga GreenCommunity.
- Imminentoranticipatedchallenges— any specificevents,trends,or developmentsthat you

foreseeasthreatening,or causingmajorupsets,difficulties, obstacles,or changein your
department’sservicesandprograms;explain. Stepstakento protectagainstthesespecific
threats.

- Identify potentialmismatchesbetweentheservicesyourdepartmentcurrentlyprovidesand
thepresentandanticipatedfutureserviceneedsof Acton’spopulation:considershortagesor
surplusesin currentsevices;obsoleteservices,or obsoletewaysin whichneededservices
aredelivered;andneededservicesthat arenot currentlyprovided,but neededin the
foreseeablefuture, sayin 5-10yearsfrom now.

- Identify future manpower needsto meetexistingand/oranticipatedfutureservicedemand
(5-10 yearsout) assumingno significantchangesin theTown’s organizationalstructureor
your departmental operations tool chest.

- Identify possibletools, methods, or systems not currently in use that could be employed to
increasethequalityand/ortheefficiencyin which yourdepartment’sservicescouldbe
delivered.

- Namethecapitalimprovementsor organizationalsupportsneededto accomplishsuch
qualityand efficiencygains.
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Information RequestItems ComprehensiveCommunity Plan
PublicServicesand Facilities Existing ConditionsInventory& Analysis

- Identify possiblereorganizationsor consolidationswithin theTownorganizationand
involving yourdepartment,which in yourview would help increasethequalityor efficiency
with whichyourdepartment’sservicesaredelivered.

In additionto theabove,thefollowing departmentsarerequestedto providea briefdescriptionof
thefollowing items:

Town Clerk/Information Technology:
- PleasesummarizetheTown’s recordsstorageneeds,including realneedsv. current

regulatory requirements.
- Identify possiblestrategiesandoptionsto addressrecordsstorageefficiently and,where

frequentaccessis necessary,in an accessiblemanner.
- Identify capital improvementsand/ororganizationalsupportsneededto accomplishthe

abovestrategiesandoptions.

Information Technology:
- PleasesummarizetheTown’s currentuseof technology.
- List articulatedor anticipatedserviceneedsthat arepresentlynot met.
- Identify key areaswheretechnologyimprovementsor investmentscanachievesignificantly

improvedservicesand/orgreaterefficiencies.
- ReviewtheTown’s currentmeans,methods,andmediaof communicationwith Acton

residents,businesses,communityorganizations,andamongvariousTowndepartmentsand
agencies.What works,whatdoesn’t?

- Reviewcomparabletowns’ (ALG comparabletownslist) methods,means,andmediaof
communication.

- Identify opportunitiesandmethodsfor newwaysof moreopenandtimely two-way
communicationandidentify thecapitalimprovementsand/ororganizationalsupportsneeded
to implementssuchspecificimprovementsor innovations.
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Information RequestItems ComprehensiveCommunity Plan
Public ServicesandFacilities Existing ConditionsInventory& Analysis

Infrastructure and Facilities:

All departments:
- Briefly describeyourdepartment’slocationandcurrentspacearrangements— location(s) of

operations;squarefeetoccupied;any divisions betweenoffice, storage,garaging,etc.,
outdoorfacility areas.

- As applicable,list thenumberoftimesperyearfor whichyourdepartmentbooksafter-hours
meeting/conferenceroom time, and indicatethepurposesof suchbookings,thetypeof room
arrangementstypicallyneeded(roundtable,public hearing,classroom,etc.),thetypical
daysoftheweekand timesofday, andthedegreeto which thereis flexibility to changethe
currentschedule

- Briefly identify any immediateor futurespaceneedsfor yourdepartment
- Briefly discussanyotherphysicalor logistical changes,includingany that maybe

concurrentwith areorganizationor consolidationwithin theTownorganizationand
involving yourdepartment,thatwould help increasethequality or efficiencywith which
yourdepartment’sservicesaredelivered

In additionto theabove,thefollowing departmentsarerequestedto provideabriefdescriptionof
thefollowing items:

Public Works/HighwayDepartment:
Health Department:
Municipal PropertiesDepartment:

Pleaseprovidea summarylist of all theTown public infrastructurefacilities underyour
departments care and supervision, such as streets, drainage facilities, parking lots, bridges,
culverts,sidewalks,structures,buildings,septicsystems,sewerlines,pumpstations,
treatmentplants,driveways,dams,etc.Include:

o Description
o Location
o Size
o Purpose
o Use
o Age
o Condition
o Replacementcost
o Next scheduledmaintenance/repair- with typeofwork to be doneand anticipated

fundingsources.
Youmayaggregatelike facilities with like characteristicsinto groupsasappropriate.
Briefly list knownsignificantdeficienciessuchas

o Structuralweaknesses
o Failures
o Deficientperformances
o Wastingenergy
o Lackofcompliancewith ADA

o Lackof compliancewith newapplicabledischargestandards
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Information RequestItems ComprehensiveCommunity Plan
Public Services and Facilities Existing Conditions Inventory & Analysis

o Othercomplianceissueswith applicableFederalor Statelawsandregulations
o etc.

- Identify major capitalinvestmentsfor neededinfrastructurerepairs,maintenance,and
upgrades,andanticipatedfundingsources.

- Briefly describeany othermajorrealor potential infrastructureproblems.
- Briefly identify any pastsuccessesand failures; lessonslearned— whatworks andwhat

doesn’t?
- Briefly describeany infrastructureinitiativesor investmentscompleted,currentlyin

progress,in theplanningstages,or existingonly in conceptthat could contributeto Acton
becominga GreenCommunity.

Municipal PropertiesDepartment:

- Briefly identify currently available meeting rooms for Town functions — location,size,times
available,etc.

- Briefly identify currently unmet space needsbasedon currentknowledgeand evidence;
includepublic meetingroom aswell asdepartmentoffice, storage,etc.

- Briefly identify futureadditional spaceneeds(5-10yearhorizon);include public meeting
roomaswell asdepartmentoffice, storage,etc.

- Identify anypotentialoversupplyofspace— where,why, etc.?
- Briefly describeany othermismatchesofspaceto spaceneeds,spaceto function,etc.
- Considerdepartmentalreturnsfrom above,andpreparea preliminaryspaceneeds

assessment.

end
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